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INTRODUCTION 


INTRODUCTION 


The  Montana  Department  of  Highways  assured  the  Federal 
Highway  Administration  in  1968  and  again  in  1971  that  equal 
employment  will  exist  in  connection  with  all  of  its 
Federal  Aid  projects  aoproved  on  or  after  August  23,  1968, 
and  this  employment  will  be  provided  without  regard  to 
race,  color,  creed  or  national  origin. 


It  is  a  requirement  of  the  Department  of  Highways  that  the 
following  responsibilities  and  procedures  be  met  to  avoid 
the  imposition  of  sanctions.   The  Department  of  Highways 
EEO  Contract  Compliance  Bureau  will  conduct  periodic 
compliance  reviews  on  all  general  contractors  and  subcon- 
tractors.  From  these  reviews  the  Bureau  will  make  a 
recommendation  to  the  Director  as  to  the  degree  of  com- 
pliance or  non-compliance  by  the  subject  contractor.   The 
Director  will  review  the  finds  and  recommendations  and 
will  make  the  final  determination  as  to  the  contractor's 
status  of  compliance. 


Ronald  P.  Ridhards 
Director 

3-23-78 


ROLE  OF  THE  EEO  CONTRACT  COMPLIANCE  BUREAU 


Joseph  T.  Shea,  Chief         449-2793 
Labor  &  EEO  Compliance 
Civil  Rights  Officer 

Vicky  A.  Peres 

EEO  Contract  Compliance  Officer   449-2793 

Marilyn  D'Arcy 

EEO  Contract  Compliance  Officer   449-2793 


I.     ROLE  OF  THE  EEO  CO:iTR'\CT  OTPLIANCE  BlIPFAH 

The  Department  of  Highways  Civil  Rights  Officer  (Chief  of  the 
Labor  and  EEO  Compliance  Bureau)  supervises  and  delegates  appro- 
priate duties  and  responsibilities  to  the  individual  EEO  or 
Labor  Compliance  Personnel. 

The  EEO  Bureau  of  the  Montana  Department  of  Highways  is  respon- 
sible for  daily  administration  of  the  contract  compliance  func- 
tions.  These  functions  include  but  are  not  limited  to  the 
following:   (a)   assisting  in  the  clarification  of  all  appro- 
priate Federal  directives;  (b)   development  and  achievement 
of  contract  compliance  by  contractors;  (c)   analyze  and  evaluate 
the  EEO  posture  of  the  various  contractors;  (d)   schedule  and 
conduct  field  inspections  and  compliance  reviews,  submitting 
findings  and  recommendations  through  the  Civil  Rights  Officer 
to  the  Director  of  Highways  for  final  contract  compliance  de- 
termination. 

The  Bureau  participates  at  preconstructicn  conferences  in  order 
to  maintain  an  on-going  program  of  responsible  administration  of 
EEO  requirements.   The  Bureau  is  also  responsible  for  coordi- 
nating the  various  functions  of  7-2(2)  training  assigned  to  high- 
way contracts.   These  functions  include  maintaining  training 
files,  monitoring  training  reports  and  personnel  status  of 
trainees. 

The  Bureau  is  also  responsible  for  assuring  that  the  Minority 
Business  Enterprise  Program  is  an  equitable  part  of  contract 
compliance. 


II.  EEO  BUREAU  ACTION  WHEN  CONTRACTS  ARE  AWARDED 

When  contracts  have  been  awarded,  the  EEO  Bureau  provides  each 
contractor  with  an  EEO  packet  of  material  and  forms  to  be 
utilized  in  meeting  his  contractual  requirements.   The  packet 
consists  of  the  following  materials: 

1.  EEO  #5  (PR  1391)  -  Contractors  Monthly  EEO  Report 

2.  Form  3B  -  Notice  Of  Non-Discrimination  In  E^mployment 

3.  Federal  Discrimination  Poster  (EEO  Is  The  Law) 

4.  EEO  Form  8  -  Designation  of  Company  EEO  Officer  and 

Project  EEO  Representative 

5.  Listing  of  suggested  identified  minority  referral  sources 

III.  PRECONSTRIICTION  PROCEDURES 

Personnel  from  the  EEO  Bureau  will  attend  Pre-construction  Con- 
ferences in  order  to  verbally  explain  to  the  contractor  what  his 
EEO  obligations  consist  of  and  to  answer  any  questions  which  the 
contractor  may  have. 

IV.  FIELD  INSPECTIONS 

Each  project  is  visited  by  Bureau  personnel  at  least  three  times 
during  the  construction  season.   The  Field  Inspections  are  not 
announced  prior  to  the  visit  and  will  be  conducted  on  an  informal 
basis. 

The  following  format  is  followed  when  conducting  a  Field  Inspec- 
tion: 

a.  Interview  Project  Manager  to  ascertain  his  knowledge  of 
contractor's  affirmative  action  program  and  also  review 
his  EEO  project  file. 
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b.  Interview  contractor's  Superintendent  and  Foremen  to 
ascertain  their  knowledge  of  company's  affirmative 
action  program, 

c.  Interview  all  project  personnel  on  the  project  site 
to  assure  that  each  person  is  knowledgeable  of  the 
company's  affirmative  action  program. 

Following  the  first  inspection  of  a  particular  project,  the 
Company  EEO  Officer  will  be  verbally  advised  of  noted  de- 
ficiencies or  weaknesses  found  on  the  project  site. 

Following  the  second  inspection,  if  the  previously  noted  weak- 
nesses have  not  been  corrected,  the  contractor  will  receive 
formal,  written  notice. 

On  the  third  inspection,  a  compliance  review  will  be  scheduled 
if  the  weaknesses  are  not  corrected. 

As  outlined  above,  scheduling  of  Field  Inspections  calls  for 
three  visits  to  the  project  site,  however,  this  is  not  to  be 
construed  to  mean  that  a  compliance  review  cannot  be  scheduled 
at  any  time  during  or  before  the  Field  Inspection  Process. 

Who  Receives  Compliance  Reviews? 

All  projects  located  on  or  near  Indian  Reservations  or  adjacent 
to  areas  of  minority  population  density  will  be  scheduled  for  a 
compliance  review.   Projects  which  field  inspections  have  indi- 
cated the  necessity  of  a  review  will  be  scheduled.   Prime  con- 
tractors who  have  never  before  worked  in  the  State  of  Montana 
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on  highway  projects  will  be  scheduled  for  review. 

Mechanics  of  the  Review 

When  a  compliance  review  is  scheduled,  the  prime  contractor's 

EEO  Officer  is  notified  by  certified  mail  at  least  two  weeks 

prior  to  the  review.   The  certified  appointment  letter  (see 

page  32  2_  explains  the  mechanics  of  the  review,  identifies 

specific  material  which  must  be  presented  both  before  and 

during  the  review,  and  also  identifies  the  subcontractors 

who  will  also  be  required  to  attend  and  who  will  also  be 

reviewed.   A  specific  format  for  the  use  of  Bureau  personnel  during 

the  review  has  been  established.   This  format  can  be  seen  on 

pages  33  through  33g  of  this  manual. 

During  the  closeout  of  the  compliance  review  the  EEO  Bureau 
personnel  will  verbally  advise  the  contractor (s)  of  any  noted 
weaknesses  in  the  affirmative  action  plan  of  the  company (s). 
Within  seven  days  after  the  review  the  contractor  will  be 
advised  in  writina  regarding  his  compliance  status  and  also 
of  any  weaknesses  noted  and  discussed  during  the  compliance 
review  meeting. 

Evaluation  of  the  Compliance  Review 

When  a  compliance  review  has  been  concluded  the  reviewing  offic- 
ial evaluates  all  material  submitted  by  the  contractor,  notes 
all  evidence  and  supportive  documentation  obtained  at  the  com- 
pliance review  to  determine  the  contractor's  compliance  or 
non-compliance  with  contractually  required  provisions  of  Exec- 
utive Order  11246  (see  page  40   )  and  FHWA  Orders  7-2(1)  and 


1-2(2)     (see  pages  41-41c)  and  the  Federal-Aid  Highway  Act  of 
1968.   The  compliance  status  of  the  contractor  is  attained 
through  analysis  of  all  areas,  and  in  part,  by  the  positive 
efforts  in  the  following  areas: 

1.  The  contractor's  overall  equal  employment  opportunity 
policy 

2.  Dissemination  of  the  policy  and  education  of  super- 
visory employees  concerning  their  responsibilities 

in  implementing  the  equal  employment  opportunity  policy 

3.  The  authority  and  responsibilities  of  the  EEO  Officer 
/I.   The  contractor's  recruitment  activities,  especially 

establishing  minority  requirements  and  referral  proce- 
dures 

5.  The  extent  of  participation  and  minority  utilisation  in 
7-2(1)  voluntary  training  and  7-2(2)  contractually 
required  training  programs 

6.  The  contractor's  review  of  personnel  actions  to  insure 
equal  opportunities 

■7.   The  contractor's  participation  in  apprenticeship  or 
other  training 

8.  The  contractor's  relationship  with  unions  and  other 
identified  minority  referral  sources 

9.  Effective  measures  to  assure  non-segregated  facilities  as 
required  by  contract  provisions 

10.  The  contractor's  procedures  for  monitoring  subcontractors 
to  assure  their  EEO  obligations  are  being  met 

11.  The  adequacy  and  timeliness  of  required  reports 

12.  Whether  the  contractor  or  subcontractor  has  delegated 


his  responsibility  to  provide  equal  employment  oppor- 
tunity to  some  other  organization  or  aqency  which  pre- 
vents him  from  meeting  his  obligation 

13.  If  the  contractor  uses  a  union's  inaction  to  approxi- 
mate the  cause  of  his  failure  to  provide  equal  employ- 
ment opportunities 

14.  Whether  the  contractor  is  fulfilling  his  obligations  to 
seek  out  and  utilize  Minority  Business  Enterprises  for 
subcontracting  and/or  supplying  materials  for  the  in- 
dividual project 

\-Jhc   Makes  Final  Determination  of  Compliance  Status? 
The  State  reviewing  officer  evaluates,  both  quantitatively  and 
qualitatively,  all  evidence  obtained  throughout  the  course  of 
the  review.   He/she  then  submits  the  findings  to  the  Depart- 
ment of  Highways  Civil  Rights  Officer  along  with  supportive 
documentation.   The  Department  of  Highways  Civil  Rights  Officer 
analyzes  the  recommendations  made  by  the  reviewing  officer  and 
discusses  them  with  him/her.   The  Civil  Rights  Officer  then  for- 
wards the  report  to  the  Contracting  Officer  (Director)  of  the 
Highway  Department  who  further  evaluates  the  submitted  report 
and  makes  the  final  determination  of  in-conpliance  or  non- 
compliance. 

Compliance  Determination  and  Basic  Corrective  Action 
When  "the  State  Highway  Contracting  Officer  has  evaluated  the 
report,  the  contractor  is  notified  by  letter  of  the  determination, 
Copies  of  the  letter  and  report  are  submitted  to  the  Federal 
Highway  Administration. 
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If  a  contractor  has  effectively  implemented  the  Equal  Employ- 
ment Opportunity  requirements  or  demonstrated  that  he  has  made 
every  good  faith  effort  toward  achieving  this  end,  he  is  con- 
sidered to  be  in-compliance. 

If  a  contractor  is  found  not  in  compliance,  efforts  to  bring 
the  contractor  into  compliance  within  30  days  will  be  initiated 
by  issuance  of  a  show  cause  notice.   This  notice  is  issued  by 
the  Director  of  the  Department  of  Highways. 

The  show  cause  notice  (see  page  3A  )  is  sent  to  the  contractor 
by  certified  mail.   The  contractor  is  given  15  days  from  the 
date  of  receipt  of  notification  to  submit  a  corrective  action 
plan  outlining  specific  actions  addressed  to  the  weaknesses 
noted  and  setting  specific  dates  for  correction  or  continuation 
of  corrective  action  plans.   Approximately  20  days  after 
the  contractor  has  received  the  show  cause  notice,  EEO  Bureau 
personnel  will  meet  with  him  to  discuss  the  merits  of  the 
contractors  corrective  action  plan.   The  EEO  Bureau  personnel 
will  make  every  effort  toward  conciliation  with  the  contractor 
throughout  the  show  cause  time  period. 

If  the  submitted  corrective  action  plan  is  approved  by  EEO 
Bureau  personnel  and  FHWA  personnel,  the  contractor  will  sign 
the  binding  conciliation  agreement  (see  page  34a)  and  be  returned 
to  an  in-compliance  status  contingent  upon  effective  imple- 
mentation of  the  corrective  action  plan,  submission  of  required 
progress  reports. 

If  a  contractor  does  not  respond  )to  the  show  cause  notice  or  the 
response  is  not  acceptable,  further  action  is  taken  in  accordance 
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VI.     PROCEDURES  FOR  INVESTIGATION  OF 
EXTERNAL  DISCRHINATION  OT^LMNTS 

All  contractors  are  requested  to  submit  to  the  EEO  Bureau 
for  approval,  their  company  procedure  for  handling  of  alleged 
discrimination  complaints.  (Sample  on  page  37) 

The  EEO  Bureau  has  required  that  they  be  notified  immediately, 
through  proper  channels, if  a  complaint  is  received  by  the  con- 
tractor.  The  EEO  Bureau  will  notify  FHWA  immediately  and  im- 
plement constant  reporting  procedures.   The  contractor  will  then 
handle  the  complaint  in  accordance  with  his  previously  approved 
procedures  which  include  keeping  the  EEO  Bureau  apprised 
throughout  the  entire  procedures.   If,  at  the  time  all  action 
as  prescribed  by  the  procedure  has  been  fulfilled,  the  complai- 
nant still  feels  that  he  has  not  been  satisfied, the  EEO  Bureau 
will  then  begin  an  in-depth  investigation. 

With  the  knowledge  that  each  complaint  is  different  in  nature  and 
must  be  handled  on  an  individual  basis,  the  EEO  Bureau's  inves- 
tigative procedures  will  include  but  not  be  limited  to  the 
following: 

1.   Review  of  the  contractor's   previously  submitted  data 

2 .""  Personal  interviews  with  the  complainant 

1.   Personal  interview  with  the  defendant  or  defendants 

4.   Personal  interview  with  witnesses  or  other  knowledgeable 

interested  parties  including  union  personnel,  if  anolicable, 
Manager-FPU,  co-workers,  BIA  Employment  Assistance  Officers, 
etc. 


5.  All  information  collected  will  be  reviewed  and  analyzed. 
The  EEO  Bureau  will  then  inform  the  Highway  Contracting 
Officer  of  their  recommendations  regarding  the  complaint. 
The  Highway  Contracting  Officer  further  evaluates  the 
complaint  and  makes  the  final  determination  regarding 

its  validity.   He  will  then  recommend  appropriate  remedial 
action  to  be  undertaken  by  the  contractor  and/or  defen- 
dant (s)  . 

6.  As  stated  previously,  reports  will  be  supplied  on  a  con- 
tinuing basis  to  FHWA,  State  Highway  Civil  Rights  Officer 
and  the  Director  of  Highways , 
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ROLE  OF  THE  DIVISION  EEO  COORDINATOR 


DIVISION  EEO  FIELD  COORDINATOR 

The  Supervisor  in  each  of  the  eleven  division  offices  has  dele- 
gated EEO  responsibilities  to  an  EEO  Field  Coordinator. 

The  primary  responsibility  of  the  EEO  Field  Coordinator  is  to 
coordinate  the  EEO  activities  of  all  Project  Managers  in  the  Divi- 
sion area.   The  EEO  Field  Coordinator  acts  as  a  liason  between 
the  field  and  the  EEO  Bureau  personnel.   These  responsibilities 
include  but  are  not  limited  to  the  following  areas: 

1.  Assure  that  all  required  EEO  project  reports  submitted 
by  the  contractor  to  the  Project  Manager  have  been  for- 
warded to  the  EEO  Bureau  in  a  timely  and  accurate  manner. 

2.  In  the  event  that  EEO  Bureau  personnel  are  unable  to 
attend  a  preconstruction  conference,  the  Division  EEO 
Field  Coordinator  must  be  able  to  explain  EEO  contract 
requirements  to  the  contractor  and  Project  Manager. 

3.  Assure  that  no  project  for  which  the  contract  contains 
trainee  assignments  begins  work  until  such  time  as  the 
training  programs  have  been  approved  by  the  EEO  Bureau 
and  FHWA. 

4.  Advise  the  Department  of  Highways  Civil  Rights  Officer 
or  other  pertinent  EEO  Bureau  personnel  of  any  problems 
or  discrepancies  which  may  be  taking  place  in  the 
Division. 

The  Division  EEO  Field  Coordinator  must  also  remain  aware  that 
although  he/she  is  involved  with  the  degree  of  project  contract 
compliance  quality,  the  final  determination  of  total  complaince 
remains  with  the  EEO  Bureau. 
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ROLE  OF  THE  MANAGER  -  FPU 


MANAGER.  -  FIELD  PROJECT  UNIT 

The  Managei^-FPU  is  responsible  for  assuring  that  all  contract- 
ually required  EEO  provisions  have  been  met  by  the  contractor 
just  the  same  as  he  would  be  for  any  other  contractually  required 
item.   At  the  same  time  he  must  remain  aware  that  the  total 
determination  of  compliance  rests  with  the  EEO  Bureau.   For 
that  reason,  the  EEO  Bureau  requests  the  Managers  to  advise 
the  Division  Office  EEO  Field  Coordinator  of  any  specific 
difficulties  he/she  may  be  having  in  fulfilling  this  respons- 
ibility.  The  Field  Coordinator  will  advise  the  EEO  Bureau 
of  those  difficulties  so  that  they  can  assist  the  Manager. 

EEO  Bureau  personnel  are  ready  and  willing  to  offer  assistance 
to  Managers  but  they  must  be  advised  of  potential  and  actual 
problems  before  they  can  be  of  assistance. 

Contents  of  Project  EEO  Files 

1.  EEO  Form  8-  Identification  of  Company  EEO  Officer 

2.  EEO  5  Reports  (originals  to  be  sent  to  Helena) 

3.  Monthly  and  Quarterly  Training  Reports  (originals  to 
be  sent  to  Helena) 

4 .  Minutes  of  Contractor  EEO  meetings 

5.  Copy  of  training  progreims  (if  applicable) 

6.  Copy  of  contractor's  approved  discrimination  complaint 
procedure 

7.  Copies  of  any  pertinent  EEO  correspondence  relative  to 
the  project  site. 

8 .  Copy  of  policy  statement  on  company  letterhead 

Contents  of  Project  Site  Bulletin  Board 

1.  Contractor  policy  statement  -  on  company  letterhead,  signed 
by  company  official  and  currently  dated. 

2.  Present  employee  referral  statement 

3.  Federal  "EEO  Is  The  Law"  poster 

4.  Form  8  -  Identification  of  EEO  Officer 

5.  Form  38  -  Notice  of  Non-Discrimination 
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Training  Programs 

If  the  project  contains  a  training  requirement,  the  contractor 
must  submit  his  requested  training  program  to  the  Project  Mana- 
ger.  The  Project  Manager  should  review  the  proposed  program (s) 
in  order  to  determine  its  feasibility  (is  that  type  of  work 
actually  available  on  the  project  and  can  the  trainee  logically 
receive  the  number  of  hours  stipulated  by  the  training  program 
for  that  particulat  project) .   If  the  Project  Manager  agrees 
with  the  requester"  program  he  should  attach  a  memo  so  advising 
the  EEO  Bureau,  sending  both  the  memo  and  the  training  request 
to  the  EEO  Bureau. 

If  the  Project  Manager  feels  the  program  is  not  acceptable, 
the  reasons  why  should  be  included  on  the  memo  and  forwarded 
to  Helena^  through  proper  channels. 

You  are  the  people  who  have  to  work  with  these  programs  in  the 
field  and  your  comments  on  their  feasibility  v;ill  aid  us  in 
making  the  proper  approval  determination. 

Monitoring  Trainees 

A  trainee  must  be  placed  on  the  project  as  soon  as  the  work 
covered  by  the  approved  program  begins.   In  many  instances  the 
trainee  has  not  been  employed  until  the  prescribed  work  is 
nearly^' half  done. 

At  least  once  a  day  during  a  working  shift  the  Manager  should 
observe  work  being  performed  by  the  trainee  in  order  to  assure 
that  he/she  is  indeed  receiving  training  required  by  the  approved 
program. 
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Hours  reported  by  the  contractor  on  the  monthly  and  semi-annual 

training  reports  must  correspond  to  the  hours  indicated  on  the 

trainee's  time  card  and  payroll. 

Required  Reports 

1.   EEO  5  Reports 

flust  be  received  by  the  Project  Manager  by  the  second 

Friday  of  the  following  month.   They  must  be  received 

in  Helena  by  the  third  Friday. 

7 .   7A  Training  Reports  (monthly) 

The  cutoff  date  for  the  report  is  the  end  of  the  last 

full  payroll  week  of  the  month.   These  reports  must  be 

verified  by  the  Project  Manager  and  should  be  sent  to 

the  EEO  Bureau  on  the  same  schedule  as  the  EEO  5  reports. 

3.   Semi-Annual  Training  Reports  (Formerly  Quarterly  Training 

Reports) 

These  reports  must  also  be  verified  by  the  Project  Mana- 
ger and  must  be  received  by  the  EEO  Bureau  no  later  than 
the  17th  of  the  month  following  the  end  of  the  half  year. 
These  reports  are  now  due  in  Helena  by  July  1''  and 
January  17.   Remember,  if  a  trainee  completes  a  program 
prior  to  the  end  of  the  reporting  period,  you  may  send 
the  Semi-Annual  reoort  in  early  rather  than  v/ait  until 
the  end  of  the  reporting  period. 

General  Comments 

The  Manager  v/ill  find  it  beneficial  to  be  knowledgeable  of 

available  minority  referral  sources  in  the  project  area. 

In  the  event  a  contractor's  employee  comes  to  the  Project 
Manager  with  a  possible  complaint  of  discrimination,  the  Project 
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Managers  should  notify  the  Division  EEO  Coordinator  who  will, 
in  turn,  notify  the  EEO  Bureau  in  Helena  as  soon  as  possible. 

If  the  Project  Manager  is  experiencing  difficulties  in  ful- 
filling his  EEO  responsibilities,  he  should  notify  his  Division 
FEO  Coordinator.   However,  if  it  is  necessary  for  the  Manager 
to  speak  directly  to  EEO  Bureau  personnel,  the  telephone  number 
is  449-2793. 
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CONTRACTOR  INFORMATION 


Maintaining  complete  and  accurate  records  to  document  your 
affirmative  action  program  is  very  important.   In  fact,  two 
of  the  most  essential  ingredients  for  a  successful  EEO  program 
are  documentation  of  all  your  efforts  and  maintaining  strong, 
open  lines  of  communication  from  the  Company  EEO  Officer  to  the 
field  projects  and  to  the  minority  referral  sources. 

Following  are  some  suggestions  which  may  be  helpful  in  establish- 
ing a  strong  affirmative  action  program. 

Company  Equal  Employment  Opportunity  Officers 

The  individual  who  is  designated  by  company  management  to  fill 
the  position  of  EEO  Officer  must  be  fully  capable  of  effectively 
establishing  and  administering  the  company's  affirmative  action 
program.   He/she  must  have  the  full  backing  of  company  manage- 
ment in  order  to  effectuate  a  strong  civil  rights  program.  The 
EEO  Officer  must  be  able  to  effectively  communicate  with  minority 
group  persons  on  a  one  to  one  level.   Since  documentation  is  an 
important  part  of  affirmative  action,  the  EEO  Officer  should  have 
some  knowledge  of  office  practices  and  filing  procedures.   He/she 
must  be  able  to  communicate  with  Superintendents  and  Foremen 
and  be  able  to  educate  them  as  to  their  responsibilities  regarding 
EEO  on  the  project  site. 

TRAINEES 

Selection  of  Training  Programs 

The  number  of  7-2(2)  trainees  required  for  a  project  is  determined 

by  the  Montana  Department  of  Highways.   The  type  of  training  to  be 
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provided  is  determined  by  you,  the  contractor.   Be  certain  the 
type  of  training  and  the  number  of  hours  specified  by  the  training 
program  are  actually  available  on  the  project  site.   In  other 
words,  do  not  submit  a    760  hours  teamster  program  on  a  project 
v^here  there  will  only  be  two  weeks  worth  of  teamster  work. 

Once  you  have  selected  the  training  program,  it  must  be  sub- 
mitted to  the  Department  of  Hiqhways  Project  Manager  who  is 
responsible  for  your  project.   The  Project  Manager  will  review 
the  training  program  to  determine  its  feasibility  for  the 
project  and  will  make  his  recommendation  to  the  EEO  Bureau,  who 
has  the  final  responsibility,  along  with  FHWA,  to  approve  the 
requested  program. 

When  a  training  program  has  been  selected  by  you  and  apnrovec  t^y 
the  state,  it  cannot  be  changed  at  a  later  date.   Thus,  the  im- 
portance of  being  sure  about  your  choice  of  a  training  program 
is  critical. 

Training  programs  must  be  approved  before  any  contract  work 
may  begin  on  the  project  site. 

Placement  of  a  Trainee 

The  next  step  in  your  training  commitment  is  the  selection  of 
the  trainee.   The  EEO  Bureau  has  available,  upon  request,  a 
direcfeorv  of  suggested  minority  referral  sources. 

I'Hien  making  your  final  selection  of  the  trainee,  be  sure  he/she 
is  fully  aware  of  the  contents  of  the  training  progxcyf.   Is  he/ 
she  fully  aware  of  the  type  of  conditions  (rain,  snow,  dirt, 
noise,  etc.)  he/she  will  be  working  under?   Does  the  trainee  know 
who  to  contact  on  the  project  level  if  he/she  experiences  any 
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type  of  difficulty?   Does  the  trainee  realize  he/she  must 

become  a  union  member  ^if  the  contractor  is  signatory  to  union 
bargaining  agreements) 

Many  times  contractors  forget  trainees  are  not  skilled  persons 
and  assume  they  are  fully  knowledgeable  of  terminology  of  the 
craft  and  how  to  operate  all  pieces  of  equipment.   Trainees  are 
often  hesitant  to  ask  questions.   Be  sure  your  Foremen  and 
Superintendents  are  fully  cognizant  of  the  fact  that  a  trainee 
is  just  that  —  a  trainee! 

The  more  information,  including  company  work  policies,  you 
give  the  trainee  at  the  onset  of  his  training  the  closer  vou 
will  come  to  making  another  valuable  asset  to  your  company 
and  the  highway  construction  industry. 

After  the  training  program  is  approved  and  the  trainee  is 
selected,  he/she  must  be  placed  on  the  project  as  soon  as  the 
approved  program  work  begins  on  the  project  site. 

BULLETIN  BOARDS 

Project  site  bulletin  boards  must  be  located  in  an  area 
accessable  to  all  employees.  A  bulletin  beard  located  inside 
a  parts  van  is  not  accessable  to  all  employees.   Contents  of 
the  bulletin  board  should  include  the  following  items,  however, 
you  may  have  other  posting  requirements  for  other  agencies  such 
as  OSKA: 

1.  EEO  Form  8  -  Identifying  the  Company  EEO  Officer 

2.  EEO  Form  38  -  Notice  of  Non-Discrimination  in  Employment 

3.  Federal  "EEO  Is  The  Law"  poster 

4.  Company;   Policy  Statement  -  on  company  letterhead,  signed  by 
a  conpany  official  and  currently  dated  (see  EEO  Provisions 
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requirement  2  in  your  contract) . 

5.   Present  Employee  Referral  Statement  (see  EEO  Provisions 
requirement  5c  in  your  contract) . 

DOCU'iENTATION  FOR  PROJECT  MANAGER 

1.  Policy  Statement  -  on  company  letterhead,  signed  by  a 
company  official,  currently  dated 

2.  Company  Employee  Discrimination  Complaint  Procedure 

3.  All  required  monthly  reports  (see  pages  26  through  28  ) 
in  triplicate 

4.  ^linutes  of  Project  Site  EEO  meetings 

5.  Copies  of  any  EEO  correspondence  pertinent  to  the  project 

6.  Copies  of  training  programs  (if  applicable) 

7.  Form  8  -  Identifying  Comoany  EEO  Officer 

8.  Form  38  -  Notice  of  Non-Discrimination  in  Employment 

Company  authority  on  the  project  site  normally  rests  with  the 
Superintendent.   Many  EEO  problems  can  be  avoided  if  the  Company 
EEO  Officer  \?ill  take  the  time  to  fully  apprise  the  Superintendent 
of  the  company's  total  Affirmative  Action  Program  and  his  respon- 
sibility to  that  company  commitment. 

All  project  personnel  must  be  made  aware  of  the  company's  Affirma- 
tive Action  policies.   Therefore,  it  is  necessary  that  project 
site  meetings  be  conducted  periodically  during  the  life  of  the 
project.   Many  company  EEO  officers  visit  the  project  site  perio- 
dically for  this  specific  purpose;  however,  they  may  also  delegate 
some  of  this  responsibility  to  Superintendents  on  the  job  site. 
Minutes  of  those  meetings  must  be  given  to  the  Department  of 
Highways  Project  Manager. 
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ETLOYEE  DISCRPIINATIO:^  COMPLAINT  ^ROCFDU'^.E^ 

Each  prime  and  subcontractor  working  on  Federal-aid  highway 
projects  in  Montana  is  required  to  have  a  written  Employee 
Discrimination  Complaint  Procedure.   This  procedure  must  be 
approved  by  the  EEO  Bureau. 

The  Company  Complaint  Procedure  must  be  thoroughly  explained 
to  each  Superintendent  and  Foreman  as  well  as  to  all  project 
personnel. 

The  complaint  procedures  must  be  comprised  of  a  clear,  concise 
method  of  investigating  an  alleged  complaint.  On  page  37  is  a 
sample  of  an  Employee  Discrimination  Complaint  Procedure.  The 
sample  procedure  may  be  used  by  your  company  in  its  entirety  or 
it  may  be  adapted  to  fit  your  individual  operation.  In  either 
case,  the  procedure  must  be  submitted  to  and  approved  by  the 
EEO  Bureau  prior  to  beginning -work  on  the  project  sit. 

FIELD  INSPECTIONS  A:^D  COTLIANCE  RE^IE'-^S 

Procedures  utilized  by  the  EEO  Bureau  staff  in  scheduling  and  con- 
ducting compliance  reviews  and  field  inspections  are  thoroughly  dis- 
cussed on  pages   2  through   9  .   Examples  of  compliance  review 
format  and  the  field  inspection  format  are  located  on  pages  31 
through   33g  . 

REQUIRED  REPORTS 

Samples  of  each  of  the  required  reports  and  forms  are  shown  on 
pages   26   through  30  .   The  instructions  for  completion  and  the 
submission  schedule  of  each  is  located  on  the  back  of  each  form. 
All  reports  must  be  submitted  in  triplicate  to  the  Department  of 
Highways  Project  Manager  who  will  verify  the  report  and  forward  it 
to  the  EEO  Bureau. 
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TRAINING  PROGRA^IS 


Copies  of  training  programs  for  the 
following  crafts  must  be  obtained 
from  each  respective  Apprenticeship 
Council : 

1.  Operating  Engineers 

2.  Carpenters 

3.  Ironworkers 


CONT]U\CTOR  '  S    CHUT IFICATION    OP 
PIU:VIOUSLY   APPROVED    TR/vINING    PR0GR7VM 


PROJECT 
CONTRACTOR 
DATE   OF    REQUEST 


WE    HEREBY    REQUEST   APPROVAL   TO   UTILIZE    THE   MONTANA    STANDARD    TRAINING    PRO 
FOR: 


TRUCK  DRIVER    (MULTI-REAR  AXLE)  Number  of   Trainees 


WITH    RKFERENCE    TO    SECTION    4.D    OF    THE    PROGRAM,    THE    FOLLOWING    TRAINING 
ACTIVITIES   WILL   BE   AFFORDED   THE    TRAINEE:        (Circle    six   of    the    12    items) 

123456789      10      11      12 


Company 
Address 


Company   Representative 


APPROVED:      Montana   Department   of    Highways 


BY 


TITLE 


Federal  Highway  Administration 


BY 

TITLE 
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MONTANA  STANDARD  TRAINING  PROGRAM 
TRUCK  DRIVER  (MULTI-REAR  AXLE) 

1-  Trainees  m  thia  group  uhdll  be  eelected  from  the  minority 
group,  in  so  far  as  possible. 

2-  Minimum  cjual i f icat ions  for  trainees  ehall  be  as  followsi 

a.  Minimum  age  of  18  years. 

b.  Ability  to  comprehend  and  comply  with  established 
safety  rules  and  regulations  and  procedures  nece- 
ssary to  prevent  injury  to  self  and/or  others, 

c.  Good  physical  condition.  Handicapped  may  q\ialify 
for  training  with  approval  of  Medical  doctor. 

d.  Possess  a  valid  Montana  Drivers  License  (Chauffeurs)  . 

3-  Ti'tal  training  time  will  be  a  minimum  of  760  hours, 
maximum  1692  hours. 

4-  Training  Schedule! 

A.   Orientation  and  observation.   (Trainee  must  complete 
the  3  following  activities). 

I)   Safety  procedures. 

Shall  include  the  following: 

a.  What  personal  adfety  and  protective  equipment 
is  required  for  Truck  Driving  safety  and  how 
to  properly  use  it. 

b.  Necessary  safety  practices  to  be  followed  in 
the  use  of  equipment. 

c.  ProF>er  fire  prevention  procedures. 

d.  Safe  handling  and  moving  of  equipment. 

e.  Necessary  safety  practices  for  fueling,  lubricating 
and  servicing  e']uipment. 

f.  The  learning  and  use  of  proper  hand  signals. 

Min.  4  hrs.  Max.  12  hrs. 
TD/e/10/76 
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Pii^e  2 


2)  Observation  of  basic  skills. 

a.  Shall  include  such  obaarvation  and 
inatructioti  as  how  to  fill  out  time 

cards . 

b.  Company  procedux'ds,  i.e.  safety,  pay- 
roll, work  schedule;  names  and  uses  of 
equipment  used  in  the  normal  worX  acti- 
vities and  observation  of  proper  use. 

c.  Explanation  of  job  requirements. 

flin.  4  hrsT  Max.  16  hrs , 

3)  Manipulation  of  equipeoent. 

The  trainee  will  be  instructed  in  the  proper 
use  of  equipment  used  as  a  part  of  the  regu- 
larly assigned  duties.   Observation  (as  a 
passenger)  of  vehicle  in  operation. 

Min.  40  hrs.  Max.  60  hrs . 

B.   Care  and  Maintenance  or  Special  Preparations.   (Trainee 
must  complete  th©  2  following  activities). 

1)   Safety  procedures. 

a.  Review  and  completion  of  items  in  Section 
(1)  under  Orientation  &  Observation, 

b.  Emphasis  on  safety  procedures  involved  in 
Truck  Driving,  dust  and  noise  safety,  fire 
safety. 

c.  The  care  and  maintenance  of  tools  and 
equipment,  including  personal  safety 
gear. 

d.  Proper  fueling  safety  procedures. 

e.  Electrical  or  similar  safety  procedures 
as  apply  to  the  job. 

ffin.  4  hrs.  Max  16  hrs. 
2)   Applied  care  and  maintenance  procedures. 

a.  Storage  of  tools,  equipment,  materials. 

b.  Cleaning  of  tools  and  equipment . 

c    Proper  storage  of  fuels,  grease  and 
oils  as  used  in  his  job  related  areas. 

TD/8/10/76 
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Pciye  i 


d.  Where  applicable,  how  to  change  attachin«nta 
and  how  to  make  min:)r  adjuotmenta  aa  necassary. 

e.  Types  and  frequency  of  oil  and  greasing. 

t.   What  fuels  the  equipment  properly  uaas. 

q.  Spotting  and  rep>ortlng  unusual  wear  or 
malfunction  of  equipment  to  the  proper 
authority. 

Hin.  16  hrs.  Max.  49   hre. 

C.  Applied  techniques  or  methods  of  Truck  Driving  as  related 
to  highway  construction.   (Trainee  to  complete  the  2 
following  activities) . 

1)  Safety  procedures. 

Special  emphasis  on  precautions  in  actual  operation 
of  duties  assigned  to  trainee  in  each  area  of 
t  r  a  i  n  i  ng  . 

Min,  4  hrs.  Max.  12  hrs. 

2)  Techniques  and  metliods  to  be  integrated  with  actual 
operation  (iteni  D)  on   a  "show-rae*  basis  in  each  area 
of  skill. 

Hin.  4  hrs.  Max.  12  hrs. 

D.  Actual  application  or  operation.   (Trainee  to  complete  6 
of  12  following  activities.   Areas  of  Training  to  be 
determined  by  the  actual  construction  job  requirement b) . 

1)  Routine  Fueling  and 
Servicing 

2)  Starting  and  Manipulation 
of  vehicle. 

3)  Tiraman  Procedures 

4)  Dump  Truck    and    Similar 
Equipment,     7    Cubic   Yards 

or    leas.  Min.    160   hra.    Max.     320   hrs. 

5)  Dump  Trucks  and  Similar 
Equipment,  over  7  Cubic 

Yards.  Min.  16u  hrs.  Max.  320  hrs. 
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Min. 

20 

hrs , 

Max. 

40 

hrs . 

Min. 

20 

hrs  . 

Max. 

40 

hrs . 

Min. 

20 

hrs . 

Max. 

40 

hrs . 
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Pdge  4 


G)   DW20,   nw21  or  Euclid  Tractord  pulling  dump 

wagons.  Min.  BO  hra.  Max.  240  hrs. 

7)  Flat  Trucks. 

8)  Lowboys. 

9)  Pickup  Driver,  Hauling 
Materials. 

10)  Service  Truck  Drivers, 
Fuel  Truck  Drivers. 

11)  Water  Tank  Drivers, 
Petroleum  Product  Drivers. 


Min. 

40  hrs.  Max. 

160  hrs. 

Min. 

40  hrs.  Max. 

120  hrs. 

Min. 

40  hrs.  Max. 

80  hrs. 

Min. 

120  hrs.  Max 

.  240  hrs. 

Min. 

120  hrs.  Max 

,  240  hrs. 

12)   Trucks  with  Power  Equipment 
such  as  Winch,  A-Frame  Truck, 
Hydralift,  Grout-Crete 
Truck.  Min.  20  hrs.  Max.  60  hrs. 

E.   Safety  Procedures. 

Safety  meetings  and  specific  safety 

precautionary  measures  as  applied 

to  actual  work  listed  above.      Min.   4  hrs.   Max.  12  hrs. 

5-  Trainee/s  may  receive  pre--)ob  training  at  the  Missoula  Technical 
Center  in  Missoula,  Montana.   Instruction  there  will  consist  of 
four  months  training.   A  credit  of  120  hours  may  be  applied  to 
the  contractor  upon  completion  of  training  and  certification  by 
the  Missoula  Techjiical  Center.  Payment  for  offsite  training 

may  be  claimed  by  the  contractor  after  500  hours  of  on-site 
training  have  been  completed  and  a  certificate  of  completion  of 
offsite  training  is  subject  to  approval  of  the  MDOH  and  FHWA . 

6-  The  contractor  will  provide  documentation  of  each  trainee's 
evaluation  as  follows: 

a.  Each  trainee  will  be  reviewed  upon  the  completion  of  each 
major  work  process  or  unit  study. 

b.  The  contractor's  supervisor  of  training  will  certify  to  Mont 
Dept .  of  Highways  each  trainee's  evaluation  in  written  form, 
including  the  hours  of  training  for  which  trained  in  each 
activity  under  section  4-D  and  provide  one  copy  to  the  train 

c.  The  evaluation  need  only  include  a  pass  or  fail  status.  If 
a  fail  status  is  indicated,  documentation  of  incidents 
supporting  the  fail  status  will  be  provided. 

7-  The  contractor  will  provide  a  certification  of  completion  of 
training  to  Mont.  Dept.  of  Highways  describing  the  type  and  lenc 
of  training  satisfactorily  ccsmpleted  and  acknowledging  the 
trainee  as  skilled  in  the  work  classification  for  which  trained. 

TD/8/10/76 
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d~   Minimum  wa</c-i  will  be  eighty  percent  (80^)  of  classification 
for  firbt  IbO  lioura  of  employment  and  full  scale  thereafter. 

^~   1'^><^  if'i  n  LmuKi  lijricjth  of  training  to  be  provided  each  trainee 
ciircjlleJ  in  this  program  will  be  not  less  than  760  hours. 

10-  The  contiacLor  will  submit  training  report  EEO  7a.   Monthly 
Trjininq  Keport  to  Montana  Department  of  Highways  EEO  Bureau. 

11-  The  contractor  will  submit  the  quarterly  training  report 
Form  HO  30-16  and  any  other  pertinent  information  regarding 
the  training  program  or  concerning  the  trainee  status  to  the 
Montana  Department  of  Highways  EEO  Bureau  upon  request. 


TD/8/10/76 
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CONTRACTOR'S    CERTIFICATION  OF 
PREVIOUSLY  APPROVED  TRAINING    PROGRAM 


Project 
Contractor 
Date  of  Request 


We  hereby  request  approval  to  utilize  the  Montana  Standard 
Training  Program  for: 

Heavy  Highway  Structure  Laborer         NuitODer  Trainees 

Heavy  Highway  Drilling  &  Rock  Laborer    Number  Trainees 

Heavy  Highway  Grading  &  Drainage  Laborer  Number  Trainees 

Heavy  Highway  Paving  Laborer  Number  Trainees 


With  reference  to  section  4.D  of  the  program,  the  following  training 
activities  will  be  afforded  the  trainee:   (Circle  required  number) 

1   2   3   4   5   6   7   8   9   10  11   12   13   14 

Company 

Address  ___^ 

Company  Representative 

Title  .^_^_ 


Approved:   Montana  Departraent  of  Highways 

By     

Title  


Federal  Highway  Administration 

By     

Title  
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MONTANA  CONTRACTORS'  ^JACda/lM,  IflO. 

CHAPTER  OF  THE  ASSOCIATED  GENERAL  CONTRACTORS  OF  AMERICA.   INC. 


TERRY  W.  BASS.  •CC.MGR 
PHONE  «4S-4ieS 


17tT   11TM  Ave.  /  P    O.   BOX  4519 
HELENA.    MONT.    SSflOl 


MONTANA  STANDARD  TRAINING  PROGRAM 

FOR 

HEAVY  HIGHWAY  EXCAVATION,  GRADING  &  DRAINAGE  LABORER  (DIRT) 

PURPOSE  OF  PROGRAM: 

To  promote  equal  employment  opportunity  un-er  the  provisions  of 
FHWA  Order  Interim  7-2(2)  and  to  train  inexperienced  persons  to 
become  capable  and  proficient  as  a  Heavy  Highway  Excavation, 
Grading  &  Drainage  Laborer, 

DEFINITION  OF  HEAVY  HIGHWAY  EXCAVATION,  GRADING  &  DRAINAGE 
LABORER: 

A  Heavy  Highway  Excavation,  Grading  &  Drainge  Laborer  is  a 
skilled  laborer  trained  in  the  various  skills  needed  to  build 
highways,  excavations,  pipe  laying,  grade  setting  and  laser  beam. 
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MONTANA  STANDARD  TRAINING  PROGRAM 
HEAVY  HIGH^tAY  EXCAVATIOIT,  GRADING  &  DRAINAGE  LABORER 

1-  Trainees  in  this  group  shall  be  selected  from  the  minority- 
group,  in  so  far  as  possible, 

2-  Minimian  qualifications  for  trainees  shall  be  as  follows: 

a.  Minimum  age  of  18  years, 

b.  Ability  to  comprehend  and  comply  with  established 
safety  rules  and  regulations  and  procedures  necessary 
to  prevent  injury  to  self  and/or  others. 

c.  Good  physical  conditioHo   Minor  handicaps  would  be 
considered  if  the  work  could  be  performed  safely. 

3-  Total  training  time  will  be  a  minimum  of  500  hours,  maximum 
1708  hours, 

4-  Training  Schedule; 

A.   Orientation  and  observation,-   (Trainee  must  complete  the 
3  following  activities) o 

1)  Safety  procedures. 

Shall  include  the  following: 

a.  VsTiat  personal  safety  and  protective  equipment  is 
required  and  how  to  properly  use  it, 

b.  Proper  fire  prevention  procedures. 

c.  Safe  handling  and  moving  of  equipment, 

d.  Necessary  safety  practices  for  fueling  small  tools, 

e.  Necensary  safety  practices  for  use  of  electrical 
small  tools, 

(Small  tools  defined  as  tools  used  by  Laborers  as 
required  on  the  job) , 

f.  The  learning  and  use  of  proper  hand  signals, 

Min,  2  hrs.  Max.  8  hrs. 

2)  Observation  of  basic  skills. 

a.  Shall  inlcude  such  observation  and  instruction 
as  how  to  fill  out  time  cards. 

b.  Company  procedures,  i.e.  safety,  payroll,  work 
schedule;  names  and  uses  of  equipment  used  in 
the  normal  work  activities  and  observation  of 
proper  use, 
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c.     Explanation  of   job  requirements. 

Min.    4  hrs.   Max.    16  hrs. 

3)   Manipulation  of  tools  or  equipment. 

The  trainee  will  be  instructed  in  the  proper  use  of 
tools  and  equipment  used  as  a  part  of  the  regularly 
assigned  duties, 

Min,  8  hrs.  Max.  24  hrs. 

B,   Care  and  Maintenance  or  Special  Preparations,   (Trainee 
must  complete  the  2  following  activities) . 

1)  Safety  procedures, 

a.  Review  and  completion  of  items  in  Section  (1) 
under  Orientation  Sc   Observation. 

b.  Emphasis  of  safety  procedures  specifically 
falling  in  the  work  or  skill  areas  that 
trainee  will  be  involved  in. 

c.  The  care  and  mciintenance  of  tools  and  equip- 
ment, including  personal  safety  gear, 

d.  Proper  fueling  safety  procedures. 

Bo   Safety  in  excavation,  trenching  and  shoring, 

Min.  1  hr.  Max,  4  hrs, 

2)  Applied  care  and  maintenance  procedures, 

a.  Storage  of  tools,  equipment,  materials, 

b.  Materials  handling  and  care. 

c.  Proper  storage  of  fuels,  greases  and  oils 
as  used  in  his  job  related  areas. 

d.  Where  applicable,  how  to  change  attachments 
and  how  to  make  minor  adjustments  as  necessary, 

e.  Types  and  frequency  of  oil  and  greasing, 

f .  What  fuels  the  tools  or  equipment  properly 
uses  (fuel  mix) . 

g.  Spotting  and  reporting  unusual  wear  or  mal- 
function of  equipment  to  the  proper  authority, 

Min,  16  hrs.  Max,  40  hrs, 
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Min. 

40  hrs. 

Max, 

120 

hrs. 

Min. 

40  hrs. 

Max. 

120 

hrs. 

C,  Applied  techniques  or  nethods  of  highway  excavation, 
grading  &  drainage  construction,   (Trainee  to  complete 
the  2  following  activities)  <, 

1)  Safety  procedures. 

Special  emphasis  on  precautions  in  actual  operation 
of  duties  assigned  to  trainee  in  each  area  of  training. 

Min,  4  hrs.  Max,  12  hrs. 

2)  Techniques  and  methods  to  be  integrated  with  actual 
operation  (item  D)  on  a  "show-me"  basis  in  each  area 
of  skill. 

Min.   4  hrs.  Max.  12  hrs. 

D,  Actual  application  or  operationc   (Trainee  to  complete 
6  of  9  follov;ing  activities^   Areas  of  training  to  be 
determined  by  the  actital  job  requirements)  . 

1)  Clear  Cutting  &  Grubbing 
(Axeman,  Hand  Fallor) , 

2)  Bucking  &  Falling  (Power 
Saw)  , 

3)  Installation  &  erection  of 
fences,  guard  rails,  median 
rails,  reference  posts,  right- 
of-way  markers  &   guide  posts 
(Fence  Erector  &  Installer, 

Post  Hole  Digger) .         Min.  40  hrs.  Max.  300  hrs. 

4)  Landscape  Laborer,  Sod 

Cutter,  Riprapper,  Min.  40  hrs.  Max.  120  hrs. 

(Minimum  hours  shown  not  to 
be  performed  solely  on  any  one 
sub-portion  of  individually 
listed  activities  1,  2,  4,  &  7) . 

5)  Flagperson,  General  Laborer- 
Heavy  Highway  (muck  stick 
clean  up  etc.)   Loader,  Clay 

Digger,  Dumpman  (spotter)  e.   Min.  40  hrs.  Max.  120  hrs. 

6)  Grade  Setter,  Stake  Jumper, 
Laser  Beam  Operator,  Hand 

Level .  Min.  120  hrs.  Max.  300  hrs. 

7)  Pipe  Layer,  Pipe  Setter, 

Making  Joints,  Backfilling.  Min.  120  hrs.  Max.  200  hrs. 
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8)  Jack  hammer,  Pavement  Breaker, 
Wagondriller,  Concrete  Vibrator, 
Compactors,  Mechjt.r#ical  Tamper, 
Vibrating  Roller,  Hand  Steered, 

&  other  Power  Tools.        Min.  120  hrs.  Max.  320  hrs. 

9)  Instruction  as  lead  man  or 
Labor  Supervisor, 

(Foreman)  Min.  160  hrs.  Max.  320  hrs. 

Not  more  than  1/3  of  the  max- 
imiom  hours  indicated  for  acti- 
vities 3,  5,  6  and  8  above  shall 
be  considered  training  in  any 
one  of  the  listed  subportions 
of  those  activities. 

E.   Safety  procedures. 

Safety  meetings  and  specific  safety 

precautionary  measures  as  applied 

to  actual  work  listed  above,    Min.  4  hrs.  Max.  12  hrs. 

5-  Trainee/s  may  receive  pre-job  training  at  the  Laborers-AGC 
Training  School  in  Helena,  Montana.   Instruction  there  will 
consist  of  foxT   weeks  (160  hours)  training.  A  credit  of  120 
hours  may  be  applied  to  the  contractor  upon  completion  of 
training  and  certification  by  the  Laborers-AGC  Training  School. 
Payment  for  offsite  training  may  be  claimed  by  the  contractor 
after  500  hours  of  on-site  training  have  been  completed  and  a 
certificate  of  completion  of  offsite  training  is  provided  by 
the  contractor.   Credit  for  other  offsite  training  is  subject 
to  approval  of  the  MDOH  and  FHWA, 

6-  Specialized  training  and  upgrading  by  the  Laborers-AGC  Training 
School  may  be  utilized  as  needed  by  the  contractor  in  the  areas 
of  First  Aid,  Safety,  Laser,  or  specialized  skill  training, 
after  trainee  has  received  a  minimum  of  240  hours  on-the-job 
training. 

Min.  0  hrs.  to  40  hrs. 

7-  The  contractor  will  provide  doctimentation  of  each  trainee's 
evaluation  as  follows: 

a.  Each  trainee  will  be  reviewed  upon  the  completion  of  each 
major  work  process  or  unit  study. 

b.  The  contractor's  supervisor  of  training  will  certify  each 
trainee's  evaluation  in  written  form,  including  the  hours 
of  training  for  which  trained  in  each  unit  and  provide  one 
copy  to  the  trainee. 

c.  The  evaluation  need  only  include  a  pass  or  fail  status. 
If  a  fail  status  is  indicated,  documentation  of  incidents 
supporting  the  fail  status  will  be  provided. 
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8-  The  contx-actor  will  provide  a  certification  of  completion  of 
training  describing  the  type  and  length  of  training  satisfact- 
orily completed  and  acknowledging  the  trainee  as  skilled  in 
the  work  classification  for  which  trained, 

9-  Minimum  wages  will  follow  the  criteria  established  and 
specified  in  FHWA  Order  Interim  7-2(2). 

10-  The  minimvun  length  of  training  to  be  provided  each  trainee 
enrolled  in  this  program  will  be  not  less  than  500  hours. 

11-  The  contractor  will  submit  training  report  EEC  7a.  Monthly 
Training  Report  to  Montana  State  Department  of  Highways  EEC 
Bureau. 

12-  The  contractor  will  submit  the  quarterly  training  report 
Form  HO  30-16  and  any  other  pertinent  information  regarding 
the  training  program  or  concerning  the  trainee  status  to  the 
Montana  Department  of  Highways  EEO  Bureau  upon  request. 
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MONTANA  CONTRACTORS'  /tAAOdotion,  IflC. 


CHAPTER  OF  THE  ASSOCIATED  GENERAL  CONTRACTORS  OF  AMERICA.   INC. 


TERRY  W.  BASS.  SEC-MOR. 


17IT  11TM  AVE.  /  p.  O.  BOX  431B 
HELENA.    MONT.    SSeOI 


MONTANA  STANDARD  TRAINING  PROGRAM 

FOR 

HEAVY  HIGHWAY  PAVING  LABORER 

PURPOSE  OF  PROGRAM: 

To  promote  equal  employment  opportunity  under  the  provisions  of 
FHWA  Order  Interim  7-2(2)  and  to  train  inexperienced  persons  to 
become  capable  and  proficient  as  a  Heavy  Highway  Paving  Laborer. 

DEFINITION  OF  HEAVY  HIGHWAY  PAVING  LABORER: 

A  Heavy  Highway  Paving  Laborer  is  a  skilled  laborer  trained  in 
the  various  skills  needed  to  build  highways  and  roads  of  concrete 
and/or  asphalt  pavement. 
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MONTANA  STANDARD  TRAINING  PROGRAM 
HEAVY  HIGHWAY  PAVING  LABORER 

1-  Trainees  in  this  group  shall  be  selected  from  the  minority 
group,  in  so  far  as  possible. 

2-  Minimum  qualifications  f».i;  trainees  shall  be  as  follows: 

a.  Minimum  age  of  18  years, 

b.  Ability  to  comprehend  and  comply  with  established 
safety  rules  and  regulations  and  procedures  necessary 
to  prevent  injury  to  self  and/or  others. 

c.  Good  physical  condition.   Minor  handicaps  would  be 
considered  if  the  work  could  be  performed  safely. 

3-  Total  training  time  will  be  ?  minimum  of  500  hours,  maximum 
1924  hours. 

4-  Training  Schedule: 

A.   Orientation  and  observation.   (Trainee  must  complete  the 
3  following  activities) . 

1)  Safety  procedures. 

Shall  include  the  following: 

a.  What  personal  safety  and  protective  equipment  is 
required  and  how  to  properly  use  it. 

b.  Proper  fire  prevention  procedures. 

c.  Safe  handling  and  moving  of  equipment. 

d.  Necessary  safety  practices  for  fueling  small  tools, 

e.  Necessary  safety  practices  for  use  of  electrical 
small  tools. 

(Small  tools  defined  as  tools  used  by  Laborers  as 
required  on  the  job) . 

f.  The  learning  and  use  of  proper  hand  signals, 

Min.  2  hrs.  Max.  8  hrs. 

2)  Observation  of  basic  skills. 

a.  Shall  include  such  observation  and  instruction 
as  how  to  fill  out  time  cards. 

b.  Company  procedures,  i.e.  safety,  payroll,  work 
schedule;  names  and  uses  of  •q»iipment  used  in 

HHPL/a/25/75 

-23a- 


Page  2 


the  normal  work  activities  and  observation  of 
proper  use  (concrete  laydown,  screeding  or 
asphalt  curshing,  laydown  etc) . 

c.   Explanation  of  job  requirements. 

Min.  4  hrs.  Max.  16  hrs. 
3)   Manipulation  of  tools  or  equipment. 

The  trainee  will  be  instructed  in  the  proper  use  of 
tools  and  equipment  used  as  a  part  of  the  regularly 
assigned  duties, 

Min.  8  hrs.  Max.  24  hrs. 

B,   Care  and  Maintenance  or  Special  Preparations.   (Trainee 
must  complete  the  2  following  activities) . 

1)  Safety  procedures « 

a.  Review  and  completion  of  items  in  Section  (1) 
under  Orientation  &  Observation. 

b.  Emphasis  of  safety  procedures  specifically 
failing  in  the  work  or  skill  areas  that 
trainee  will  be  involved  in.   Special  emphasis 
on  crusher  safety,  mix  plant  operation,  laydown 
as  related  to  the  project, 

c.  The  care  and  maintenance  of  tools  and  equipment, 
including  personal  safety  gear. 

d.  Proper  fueling  safety  procedures. 

e.  Electrical  or  similar  safety  procedures  as  apply 
to  the  job, 

Min,  1  hr.  Max.  4  hrs. 

2)  Applied  care  and  maintenance  procedures. 

a.  Storage  of  tools,  equipment,  materials, 

b.  Proper  storage  of  fuels,  greases  and  oils  as 
used  in  his  job  related  areas. 

c.  V'/here  applicable,  how  to  change  attachments 
and  how  to  make  minor  adjustments  as  necessary. 

d.  Types  and  frequency  of  oil  and  greasing. 

e.  TVhat  fuels  the  tools  or  equipment  properly 
uses  (fuel  mix) , 
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f.   Spotting  and  reporting  unusual  wear  or  mal- 
function of  equipment  to  the  proper  authority. 

Min.  16  hrs.  Max.  40  hrs. 

C.  Applied  techniques  or  methods  of  highway  paving  const- 
ruction.  (Trainee  to  complete  the  2  following  activities) . 

1)  Safety  procedures. 

Special  emphasis  on  precautions  and  safety  procedure 
as  directly  applied  to  all  phases  of  construction  by 
trainee  relating  to  concrete  preparation  and  laydown 
or  special  emphasis  on  precautions  and  safety  proce- 
dure as  directly  applied  to  all  phases  of  construction 
by  the  trainee  relating  to  asphalt  crushing,  mix  plant 
and  laydown. 

aJTi.    4  hrs.  Max.  8  hrs. 

2)  Techniques  and  methods  to  be  integrated  with  actual 
operation  (item  D)  on  a  "show-me"  basis  in  each  area 
of  skill, 

Min.  4  hrs.  Max.  12  hrs. 

D.  Actual  application  or  operation.   (Trainee  to  complete  7 
of  13  following  activities.   Areas  of  training  to  be 
determined  by  the  actual  construction  job  requirements) . 

1)  Clear  cutting,  grucbinq,    axeman, 

chain  saw  operator.         Min.  8  hrs.  Max.  120  hrs. 

2)  Flagperson,  General  Laborer 
(muck  stick,  cleanup  etc.), 

loader.  "        Min.  40  hrs.  Max.  120  hrs. 

3)  Grade  setting,  stake  jumper, 

eye  level.  Min.  120  hrs.  Max.  200  hrs. 

4)  Crusher,  batch  plant.       Min.  80  hrs.  Max  200  hrs. 

5)  Form  setting,  stripper,  curb 

machine.  Min.  40  hrs.  Max.  200  hrs. 

6)  Asphalt  Raker. 

7)  Concrete  Vibrator. 

8)  Rip  Rapping. 

9)  Cement  worker,  cement  mason 
tender,  cement  handler,  bucket 

and  signal  man.  Min.  120  hrs.  Max.  300  hrs. 
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120  hrs.  Kj-x.  240  hrs. 

Min. 

40  hrs.  Max.  200  hrs. 

Min. 

26  hrs.  Max,  120  hrs. 
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10)  Burning  bar  or  welding.     Min.  40  hrs.  Max,  120  hrs. 

11)  Jack  hammer,  pavement 
breaker,  grinder,  power  saw 

(concrete).  Min.  120  hrs.  Max.  300  hrs. 

12)  Asphalt  Air  tools,  including  .  on  -hr-o 
Spade,  Asphalt  patching.     Min.  8  hrs.  Max.  80  hrs. 

13)  Instruction  as  lead  man  or  Labor 

Supervisor.   (Foreman)       Min.  160  hrs.  Max.  320  hrs. 

Minimum  hours  shown  not  to  be  performed  solely  on 
any  one  sub-portion  of  individually  listed  activity 
(1,  2,  3,  &  5). 

Not  more  than  1/3  of  the  max- 
imum hours  indicated  for  acti- 
vities 9  and  11  above  shall  be 
considered  training  in  any  one 
of  the  listed  sub-portions  of 
these  activities. 

E,   Safety  procedures t 

Safety  meetings  and  specific  safety 

precautionary  measures  as  applied 

to  actual  work  listed  above.    Min.  4  hrs.  Max.  12  hrs. 

5-  Trainee/s  may  receive  pre-iob  training  at  the  Laborers-AGC 
Training  School  in  Helena,  Montana.   Instruction  there  will 
consist  of  four  weeks  (160  hours)  training.   A  credit  of  120 
hours  may  be  applied  to  the  contractor  upon  completion  of 
training  and  certification  by  the  Laborers-AGC  Training  School. 
Payment  for  offsite  training  may  be  claimed  by  the  contractor 
after  500  hours  of  on-site  training  have  been  completed  and  a 
certificate  of  completion  of  offsite  training  is  provided  by 
the  contractor.   Credit  for  other  offsite  training  is  subject 
to  approval  of  the  MODH  and  FHWA. 

6-  Specialized  training  and  upgrading  by  the  Laborers-AGC  Training 
School  may  be  utilized  as  needed  by  the  contractor  in  the  areas 
of  First  Aid,  Safety,  Laser,  or  specialized  skill  training, 
after  trainee  has  received  a  minimum  of  240  hours  on-the-job 
training. 

Min.  0  hrs.  Max.  40  hrs. 

7-  The  contractor  will  provide  documentation  of  each  trainee's 
evaluation  as  follows- 

a.  Each  trainee  will  be  reviewed  upon  the  completion  of  each 
major  work  process  or  unit  study. 

b.  The  contractor's  supervisor  of  training  will  certify  each 
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trainee's  evaluation  in  written  form,  including  the  hours 
of  training  for  which  trained  in  each  unit  and  provide  one 
copy  to  the  trainee. 

c.   The  evaluation  need  only  include  a  pass  or  fail  status. 

If  a  fail  status  is  indicated,  documentation  of  incidents 
supporting  the  fail  status  will  be  provided. 

8-  The  contractor  will  provide  a  certification  of  completion  of 
training  describing  the  type  and  length  of  training  satisfact- 
orily completed  and  acknowledging  the  trainee  as  skilled  in 
the  work  classification  for  which  trained, 

9-  Minimum  wages  will  follow  the  criteria  established  and  speci- 
fied in  FHWA  Order  Interim  7-2(2), 

10-  The  minimum  length  of  training  to  be  provided  each  trainee 
enrolled  in  this  program  will  be  not  less  than  500  hours. 

11-  The  contractor  will  submit  training  report  EEO  7a.  Monthly 
Training  Report  to  Montana  Department  of  Highways  EEO  Bureau, 

12-  The  contractor  will  submit  the  quarterly  training  report  Form 
HO  30-16  and  any  other  pertinent  information  regarding  the 
training  program  or  concerning  the  trainee  status  to  the 
Montana  Department  of  Highways  EEO  Bureau. 
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MONTANA  CONTRACTORS'  ^AMfdollm,  IflC. 

CHAPTER  OF  THE  ASSOCIATED  GENERAL  CONTRACTORS  OF  AMERICA.   INC. 

1717   IITM  Av«.  /  p.  O.   Box  4S19 

TERRY  W.  BASS,  •ec.-mou  milcma,  moht.  B»eoi 

PHONE  44>-4ie2 


MONTANA  STANDARD  TRAINING  PROGRAM 

FOR 
HEAVY  HIGHWAY  DRILLING  AND  ROCK  LABORER 


PURPOSE  OF  PROGRAM: 

To  promote  equal  employment  opportunity  under  the  provisions  of 
FHWA  Order  Interim  7-2(2)  and  to  train  inexperienced  persons  to 
become  capable  and  proficient  as  a  Heavy  Highway  Drilling  and 
Rock  Laborer, 

DEFINITION  OF  HEAVY  HIGHWAY  DRILLING  AND  ROCK  LABORER: 

A  Heavy  Highway  Drilling  and  Rock  Laborer  is  a  skilled  laborer 
trained  in  the  various  skills  needed  to  build  highways  through 
training  in  grade  setting,  drilling  and  related  Rock  Laborer, 


-24- 
AMERICA  PROGRESSES  THROUGH  CONSTRUCTION/ CONSTRUCT  BY  CONTRACT 


MONTANA   STANDARD  TRAINING    PROGRAM 
HEAVY  HIGH''/AY   DRILLING   AND   ROCK   LABORER 

1-  Trainees  in  this  group  shall  be  selected  from  the  minority 
group,  in  so  far  as  possible, 

2-  Minimum  qualifications  for  trainees  shall  be  as  follows: 

a.  Minimum  age  of  18  years. 

b.  Ability  to  comprehend  and  comply  with  established 
safety  rules  and  regualtions  and  procedures  nece- 
ssary to  prevent  injury  to  self  and/or  others. 

c.  Good  physical  condition.   Minor  handicaps  would 
be  considered  if  the  v/ork  could  be  performed 
safely. 

3-  Total  training  time  will  be  a  minimxim  of  500  hours, 
maximum  2120  hours. 

4-  Training  Schedule: 

A,   Orientation  and  observaticnc   (Trainee  must  complete 
the  3  following  activities) . 

1)   Safety  procedures. 

Shall  include  the  following: 

a.  What  personal  safety  and  protective  equipment 
is  required  for  rock  drilling  and  air  tool 
safety  and  how  to  properly  use  it. 

b.  Necessary  safety  practices  to  be  followed  in 
the  use  of  air  tools  and  equipment. 

c.  Proper  fire  prevention  procedures. 

d.  Safe  handling  and  moving  of  equipment. 

e.  Necessary  safety  practices  for  fueling 
small  gas  engines  and  electrically  operated 
tools, 

f.  The  learning  and  use  of  proper  hand  signals. 

Min.  2  hrs.  Max.  8  hrs. 
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2)  Observation  of  basic  skills, 

a.  Shall  include  such  observation  and 
instruction  as  how  to  fill  out  time 
cards. 

b.  Company  procedures,  i.e.  safety,  payroll, 
work  schedule;  names  and  uses  of  equipment 
used  in  the  normal  work  activities  and 
observation  of  proper  use, 

C.  Explanation  of  job  requirements, 

Min.  4  hrs.  Max.  16  hrs. 

3)  Manipulation  of  tools  or  equipment. 

The  trainee  will  be  instructed  in  the  proper 

use  of  tools  and  equipment  used  as  a  part  of 

the  regularly  assigned  duties.   Operation  of 

rock  drilling  equipment,  hook  ups,  safety        - 

couplings,  drill  and  bit  sizes,  rock  formations, 

mud  seams.  Min.  8  hrs.  Max.  24  hrs. 

B,  Care  and  Maintenance  or  Special  Preparations,   (Trainee 
must  complete  the  2  following  activities) . 

1)  Safety  procedures, 

a.  Review  and  completion  of  items  in  Section 
(1)  under  Orientation  &  Observation. 

b.  Emphasis  on  safety  procedures  involved  in 
rock  work,  drilling,  blasting,,  air  safety 
procedures,  high  scaling  knots  and  lines, 
dust  and  noise  safety,  fire  safety, 

c.  The  care  and  maintenance  of  tools  and 
equipment,  including  personal  safety 
gear, 

d.  Proper  fueling  safety  procedures, 

e.  Electrical  or  similar  safety  procedures 
"    '  '■   as  apply  to  the  job, 

Min.  4  hrs.  Max.  16  hrs. 

2)  Applied  care  and  maintenance  procedures, 

a.  Storage  of  tools,  equipment,  materials. 

b.  Cleaning  of  tools  and  equipment, 

c.  Proper  storage  of  fuels,  grease  and 
oils  as  used  in  his  job  related  areas. 
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d.  Where  appilcablfe,  how  to  change  attachments 
and  how  to  make  minor  adjustments  as  necessary. 

e.  Types  and  frequency  of  oil  and  greasing. 

f.  What  fuels  the  tools  or  equipment  properly 
uses  (fuel  mix) . 

g.  Spotting  and  reporting  unusual  wear  or  mal- 
function of  equipment  to  the  proper  authority. 

Min.  16  hrs.  Max.  40  hrs. 

C.   Applied  techniques  or  methods  of  highway  rock  const- 
ruction.  (Trainee  to  complete  the  2  following  activities) 

1)   Safety  procedures,. 

Special  empfiasis  on  precautions  in  actual  operation 
of  duties  assigned  to  trainee  in  each  area  of 
training. 

Min.  4  hrs.  Max.  12  hrs. 


2)   Techniques  and  methods  to  be  integrated  with  actual 
operation  (item  D)  on  a  "show-me"  basis  in  each  area 
of  skill. 

Min.  4  hrs.  Max.  12  hrs. 

D.   Actual  application  or  operation.   (Trainee  to  complete  7 
of  11  following  activities.   Areas  of  Training  to  be  det- 
ermined by  the  actual  construction  job  requirements) . 

1)  Axeman,  clear  cutting  & 

grubbing,  hand  faller.      Min.  40  hrs.  Max.  120  hrs. 

2)  Power  saw,  bucking  & 

falling.  Min.  40  hrs.  Max.  120  hrs. 

3)  Fence  erector  &  installer, 
post  hole  digger,  (hand  or 
power  auger),  installation 
&  erection  of  fences,  guard 
rails,  median  rails,  refer- 
ence posts,  right-of-way 

markers  &  guide  posts.       Min.  40  hrs.  Max.  300  hrs. 

4)  Grade  setter,  stake  jumper, 
laser  beam  operator,  hand 

level.  Min.  120  hrs.  Max.  300  hrs. 

5)  Flagperson,  General  Laborer 
(muck  stick,  clean  up,  etc.) 
loader,  dumpman  (spotter), 

rip  rap  helper.  Min.  40  hrs.  Max.  120  hrs. 
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6)   Chuck  tender  %'  hlpper,  "hook- 
up &  operation  of  air,  steel 

greasing,  drilling  operation,  - 

••'•'walking,  aligning.         Min.  120  hrs.  Max.  300  hrs. 

'7)   Powderman  helper.  Min.  4  hrs.  Max.  80  hrg. 

S)      High  scaling,  hydraulic 
,  .\       scaling..  Min.  8  hrs.  Max.  120  hrs. 

9)   Drills,  air  tract,  self 
propelled,  cat  or  truck 
mounted,  air  operated      ,; 
.,  ■   ■      drills,  self  propelled 
mustang  type  &  similar, 
dual  masts.  Min.  40  hrs.  Max.  300  hrs. 

10)  Rock  drills,  pavement 
breakers,  jack  hammeir, 
wagon  driller,  concrete 
vibrator,  mechanical  tamper, 
vibrating  roller,  compactors, 
hand  steered  &   other  power 

tools.  Min.  120  hrs.  Max.  300  hrs. 

11)  Instruction  as  lead  man  or 
Labor  Supervisor, 

(Foreman) .  Min.  160  hrs.  Max.  320  hrs. 

(Minimum  hours  shown  not  to 
be  performed  solely  on  any 
one  sub-portion  of  indivi- 
dually listed  activity  (1, 
2  &  5). 

Not  more  than  1/3  of  the  max- 
imum hours  indicated  for  acti- 
vities 3,  4,  6,  9  &  10  above  shall 
be  considered  training  in  any  of 
the  listed  sub-portions  of  these 
activities. 

E,   Safety  procedures. 

Safety  meetings  and  specific  safety 
precautionary  measures  as  applied 
'  to  actual  work  listed  above.    Min.  4  hrs.  Max.  12  hrs. 

5-  Trainee/s  may  receive  pre-job  training  at  the  Laborers-AGC 
Training  School  in  Helena,  Montana,   Instruction  there  will 
consist  6f  four  weeks  (160  hours)  training.   A  credit  of  120 
hours  may  be  applied  to  the  contractor  upon  completion  of 
training  and  certification  by  the  Laborers-AGC  Training  School, 
Payment  for  off site  training  may  be  claimed  by  the  contractor 
after  500  hours  of  on-site  trainijig  have  been  completed  and  a 
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certificate  of  completion  of  offsite  training  is  provided 
by  the  contractor.   Credit  for  other  offsite  training  is 
subject  to  approval  of  the  MDOH  and  FHWA. 

6-  Specialized  training  and  upgrading  by  the  Laborers-AGC 
Training  School  may  be  utilized  as  needed  by  the  contractor 
in  the  areas  of  First  Aid,  Safety,  Laser,  or  specialized 
skill  training,  after  trainee  has  received  a  minimum  of  240 
hours  on-the-job  training.  Min.  0  hrs.  to  40  hrs. 

7-  The  contractor  will  provide  documentation  of  each  trainee's 
evaluation  as  follows- 

a.  Each  trainee  will  be  reviewed  upon  the  completion  of  each 
major  work  process  or  unit  study. 

b.  The  contractor's  supervisor  of  training  will  certify  each 
trainee's  evaluation  in  written  form,  including  the  hours 
of  training  for  which  trained  in  each  unit  and  provide 
one  copy  to  the  trainee. 

c.  The  evaluation  need  only  include  a  pass  or  fail  status. 
If  a  fail  status  is  indicated,  documentation  of  incidents 
supporting  the  fail  status  will  be  provided. 

8-  The  contractor  will  provide  a  certification  of  completion  of 
training  describing  the  type  and  length  of  training  satis- 
factorily completed  and  acknowledging  the  trainee  as  skilled 
in  the  work  classification  for  which  trained, 

9-  Minimum  wages  will  follow  the  criteria  established  and  speci- 
fied in  FHWA  Order  Interim  7-2(2). 

10-  The  minimum  length  of  training  to  be  provided  each  trainee 
enrolled  in  this  program  will  be  not  less  than  500  hours. 

11-  The  contractor  will  submit  training  report  EEO  7a.  McBthly 
Training  Report  to  Montana  Department  of  Highways  EEO  Bureau. 

12-  The  contractor  will  submit  the  quarterly  training  report 
Form  HO  30-16  and  any  other  pertinent  information  regarding 
the  training  program  or  concerning  the  trainee  status  to  the 
Montana  Department  of  Highways  EEO  Bureau  upon  request. 
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MONTANA  STANDARD  TRAINING  PROGRAM 

FOR 
HEAVY  HIGHWAY  STRUCTURE  LABORER 


PURPOSE  OF  PROGRAM: 


To  promote  equal  employment  opportunity  under  the  provisions  of 
FHWA  order  Interim  7-2(2)  and  to  train  inexperienced  persons  to 
become  capable  and  proficient  as  a  Heavy  Highway  Structure  Laborer, 


DEFINITION  OF   HEAVY  HIGHWAY   STRUCTURE    LABORER; 


A  Heavy  Highway  Structure  Laborer  is  a  skilled 
in  the  various  skills  needed  to  build  bridges, 
viaducts,  overpasses  and  other  similar 


laborer 
culvert 
structures. 


trained 
headworks. 
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MONTANA  STANDARD  TRAINING  PROGRAM 
HEAVY  HIGHr-JAY  STRUCTURES  LABORER 

1-  Trainees  in  this  group  shall  be  selected  from  the  minority 
group,  in  so  far  as  possible. 

2-  Minimum  qualifications  for  trainees  shall  be  as  follows: 

a.  Minimum  age  of  18  years. 

b.  Ability  to  comprehend  and  comply  with  established 
safety  rules  and  regulations  and  procedures  necessary 
to  prevent  injury  to  self  and/or  others. 

c.  Good  physical  condition.   Minor  handicaps  would  be 
considered  if  the  work  could  be  performed  safely. 

3-  Total  training  time  will  be  a  minimum  of  500  hours,  maximum 
2398  hours. 

4-  Training  Schedule. 

A.   Orientation  and  observation.   (Trainee  must  complete  the 
3  following  activities) . 

1)   Safety  procedures. 

Shall  include  the  following: 

a.  What  personal  safety  and  protective  equipment  is 
required  and  how  to  properly  use  it. 

b.  Necessary  safety  practices  to  be  followed  in  the 
use  of  safety  lines. 

c.  Safety  nets  as  required  on  the  project. 

d.  Proper  fire  prevention  procedures. 

e.  Safe  handling  and  moving  of  equipment. 

f.  Necessary  safety  practices  for  fueling  small  tools. 

g.  Necessary  safety  practices  for  use  of  electrical 
small  tools, 

(Small  tools  defined  as  tools  used  by  Laborers  as 
required  on  the  job) . 

h.   The  learning  and  use  of  proper  hand  signals. 

Min.  2  hrs.  Max.  8  hrs. 
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2)  Observation  of  basic  skills, 

a.  Shall  include  such  observation  and  instruction 
as  how  to  fill  out  time  cards. 

b.  Company  procedures,  i.e.  safety,  payroll,  work 
schedule;  names  and  uses  of  equipment  used  in 
the  normal  work  activities  and  observation  of 
proper  use. 

c.  Explanation  of  job  requirements. 

Min.  4  hrs.  Max.  16  hrs. 

3)  Manipulation  of  tools  or  equipment. 

The  trainee  will  be  instructed  in  the  proper  use  of 
tools  and  equipment  used  as  a  part  of  the  regularly 
assigned  duties. 

Min.  8  hrs.  Max.  24  hrs. 

B.   Care  and  Maintenance  or  Special  Preparations.   (Trainee 
must  complete  the  2  following  activities) . 

1)   Safety  procedures . 

a.  Review  and  completion  of  items  in  Section  (1) 
under  Orientation  &  Observation. 

b.  Emphasis  of  safety  procedures  specifically 
falling  in  the  work  or  skill  areas  that  trainee 
will  be  involved  in, 

c.  The  care  and  maintenance  of  tools  and  equipment, 
including  personal  safety  gear. 

d.  Proper  fueling  safety  procedures. 

e.  Electrical  or  similar  safety  procedures  as 
apply  to  the  job. 

Min,  1  hr.  Max.  4  hrs. 
.,-.   2)   Applied  care  and  maintenance  procedures. 

a.  Storage  of  tools,  equipment,  materials. 

b.  Proper  care  and  treatment  as  related  to  concrete 
forms.   (Form  oils,  stripping  &  cleaning,  nail 
removal,  stacking,  etc) . 

c.  Proper  storage  of  fuels,  greases  and  oils  as 
used  in  his  job  related  areas. 
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d.  Where  applicable,  how  to  change  attachments 
and  how  to  make  minor  adjustments  as  necessary. 

e.  Types  and  frequency  of  oil  and  greasing. 

f.  What  fuels  the  tools  or  equipment  properly 
uses  (fuel  mix) , 

g.  Spotting  and  reporting  unusual  wear  or  mal- 
function of  equipment  to  the  proper  authority. 

Min.  16  hrs.  Max.  40  hrs. 


■  ••  C,   Applied  techniques  or  methods  of  highway  structures  const- 
ruction.  (Trainee  to  complete  the  2  following  activities). 

1)  Safety  procedures.  ' 

Special  emphasis  on  precautions  in  actual  operation  of 
duties  assigned  to  trainee  in  each  area  of  training. 

Min.  4  hrs.  Max.  12  hrs. 

2)  Techniques  and  methods  to  be  integrated  with  actual 
operation  (item  D)  on  a  "show-me"  basis  in  each  area 
of  skill. 

Min.  4  hrs.  Max.  12  hrs. 

D.   Actual  application  or  operation.   (Trainee  to  complete  9 
of  14  following  activities.   Areas  of  training  to  be 
determined  by  the  actual  construction  job  requirements) . 

1)  Pier,  pile  and  capwork,     Min.  50  hrs.  Max.  100  hrs. 

2)  Decking  formwork.  Min.  150  hrs.  Max.  300  hrs. 

3)  Endwall  formwork.  Min.  150  hrs.  Max.  300  hrs. 

4)  Culverts,  inlet  and  head- 
wall  formwork.  Min.  150  hrs.  Max.  300  hrs. 

(General  Laborer  -  Highway 
Bridge,  and  Structure,  Carpenter 
Tender... Applies  to  1  to  4 
inclusive) . 

5)  Preparation  of  steel  and  other 
metals  for  use.   (Burning  Bar, 

Cutting  Torch  and  Welder) .   Min.  100  hrs.  Max.  150  hrs. 

6)  Concrete  pouring  and  use  of 

vibrator,  trowels,  etc,      Min.  80  hrs.  Max.  160  hrs. 

7)  Stripping  and  salvage  of  forms 

for  re-use.  Min.  80  hrs.  Max.  160  hrs. 
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8)   Miscellaneous  constrxiction 

experience;   concrete  rubbing, 
slope  finishing,  handling  of 
materials,  clearing  of  work 


area. 


Min.  120  hrs.  Max.  240  hrs. 


9)   Construction  plan  reading  and 

application,  Min.  -20  hrs-  Max.  50  hrs. 

10)  Flagperson.  Min.  8  hrs.  Max.  40  hrs. 

11)  Stake  Jumper e  Min.  40  hrs.  Max.  120  hrs. 

12)  Concrete  saw,  sandblasting, 

i  burning  bar,  Min.  40  hrs.  Max.  120  hrs. 

13)  Caisson  worker,  choke  setter, 
chuck  tender,  air  tract  drills, 
powder  helper,  jack  hammer,  rip 

rapper.  Min.  150  hrs.  Max.  300  hrs. 

14)  Instruction  as  lead  man  or 
Labor  Supervisor. 

(Foreman)  Min.  160  hrs.  Max.  320  hrs. 

(Minimum  hours  shown  not  to  be 
performed  solely  on  any  one 
sub-portion  of  individually 
listed  activity  6  and  12) 

Not  more  than  1/3  of  the  maximum  hours 
indicated  for  activities  8  and  13  above 
shall  be  considered  training  in  any  of 
the  listed  subportions  of  these  activities. 

E,   Safety  procedures^ 

Safety  meetings  and  specific 

safety  precautionary  measures 

as  applied  to  actual  work  listed 

above .  Min.  4  hrs.  Max.  12  hrs. 

5-  Trainee/s  may  receive  pre-job  training  at  the  Laborers-AGC 
Training  School  in  Helena,  Montana.   Instruction  there  will 
consist  of  four  weeks  (160  hours)  training.   A  credit  of 
120  hours  may  be  applied  to  the  contractor  upon  completion 
of  training  and  certification  by  the  Laborers-AGC  Training 
School.   Payment  for  offsite  training  may  be  claimed  by  the 
contractor  after  500  hours  of  on  site  training  have  been 
completed  and  a  certificate  of  completion  of  offsite  training 
is  provided  by  the  contractor.   Credit  for  other  offsite 
training  is  subject  to  approval  of  the  MDOH  and  FHWA. 
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6-  Specialized  training  and  upgrading  by  the  Laborers-AGC 
Training  School  may  be  utilized  as  needed  by  the  contractor 
in  the  areas  of  First  Aid,  Safety,  Laser,  or  specialized 
©kill  training,  after  trainee  has  received  a  minimum  of 
240  hours  on  the  job  training. 

Min.  0  hrs.  Max.  40  hrs. 

7-  The  contractor  will  provide  documentation  of  each  trainee's 
evaluation  as  follows: 

a.  Each  trainee  will  be  reviewed  upon  the  completion 
of  each  major  work  process  or  unit  study, 

b.  The  contractor's  supervisor  of  training  will  certify 
each  trainee's  evaluation  in  written  form,  including 
the  hours  of  training  for  which  trained  in  each  unit 
and  provide  one  copy  to  the  trainee. 

c.  The  evaluation  need  only  include  a  pass  or  fail 
status.   If  a  fail  status  is  indicated,  document- 
ation of  incidents  supporting  the  fail  status  will 
be  provided, 

8-  The  contractor  will  provide  a  certification  of  completion 
of  training  describing  the  type  and  length  of  training 
satisfactorily  completed  ?nd  acknowledging  the  trainee 

as  skilled  in  the  work  classification  for  which  trained, 

9-  Minimum  wages  will  follow  the  criteria  established  and 
specified  in  FHWA  Order  Interim  7-2(2). 

10-  The  minimum  length  of  training  to  be  provided  each  trainee 
enrolled  in  this  program  will  be  not  less  than  500  hours. 

11-  The  contractor  will  submit  training  report  EEO  7a,  Monthly 
Training  Report  to  Montana  Department  of  Highways  EEO 
Bureau. 

12-  The  contractor  will  submit  the  quarterly  training  report 
Form  HO  30-16  and  any  other  pertinent  information  regarding 
the  training  program  or  concerning  the  trainee  status  to 
the  Montana  State  Department  of  Highways  EEO  Bureau  upon 
request. 
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REQUIRED  REPORTS  AND  FORMS 


FORM  APPROVED 
OMB  NO.  04-R2434 


U.S.  DEPARTMENT  OF  TRANSPORTATION 
FEDERAL  HIGHWAY  ADMINISTRATION 


FEDERAL-Aj 
CONTRACTOR'S] 


U^yGHWAYC 


CONSTRUCTION 
TRAINING  REPORT 


REPORTS  CONTROL  SYMBOL 
HHO-30-16 


FEDERAL-AID  PROJECT  NO. 


INSTRUCTIONS:  This  report  is  to  be  completed  by  the  contractorfHJimBfor  each  individual  employed  on  this 
contract  (including  any  subcontracts  under  it  who  has  received  training  during  the  reporting  period  under  the  training 
special  provision  (attachmen^^HPh^^^L2) ).  The  report  is  to  be  submitted  by  the  20th  of  the  month  following  the 
reporting  period.lH^^HI^HH^BThe  original  of  this  report  is  to  be  furnished  to  the  trainee  and  two 
copies  submitted  to  the  State  Highway  Department. 


1.  NAME  OF  CONTRACTOR 


1A.  ADDRESS 


2.  NAME  OF  TRAINEE 


2A.  SEX 


2B.  ADDRESS 


3.  AGE  OF  TRAINEE 


4.  SOCIAL  SECURITY  NUMBER 


5.  EMPLOYEE  STATUS  (CHECK  ONE) 


□   NEW  HIRE 


□  UP-GRADE 


6.  ETHNIC  GROUP  DESIGNATION    (CHECK  ONE) 

^  _  _  AMERICAN  „  SPANISH  „ 

U   NEGRO  D  ORIENTAL  Q  INDIAN  Q  AMERICAN  U   OTHER 


7.  SUMMARY  OF  PREVIOUS  TRAINING:    (ENTER  AMOUNT  AND  TYPE  OF  TRAINING  RECEIVED  BY  TRAINEE  ON  OTHER 
CONTRACTS  UNDER  APPROVED  TRAINING  PROGRAMS) 


8.  JOB  CLASSIFICATION  OF  TRAINEE 


9.  DATE  TRAINING 
STARTED  ON  THIS 
CONTRACT 


10.  TYPE  OF  ON  THE  JOB  TRAINING 
(CHECK  ONE) 

□  APPRENTICESHIP  □  OTHER 


REPORTING  PERIODS 


INSTRUCTIONS:  One  vertical  column  is  to  be  completed  for  each  succeeding  reporting  period  and  the  form  submitted 
Enter  June  30,  Dec.  30,  as  applicable  in  columns  A  thru  H  below. 

—71 


W 


HOURS  OF 
TRAINING  DATA 


19 


19 


19 


19 


19 


19 


11. 


PROVIDED 
DURING  QUARTER 


12. 


PROVIDED 
TO  DATE 


13. 


REMAINING  TO 

COMPLETE  THE 

APPROVED 

PROGRAM 


14.  TERMINATION  (IF  TRAINING  WAS  TERMINATED  PRIOR  TO  COMPLETION  OF  APPROVED  PROGRAM  EXPLAIN  REASON  FOh 
TERMINA  TION) 


15.  REPORT  PREPARED  BY  (SIGNATURE  AND  TITLE  OF  CONTRACTOR  S  REPRESENTATIVE) 


16.  DATE 


16.  REPORT  REVIEWED  BY  (SIGNATURE  AND  TITLE  OF  STATE  HIGHWAY  OFFICIAL) 


Form  FHWA-1409 
(Rev.  9-77) 
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PREVIOUS  EDITIONS  ARE  OBSOLETE 


EED  No.  7a 
7-2(2) 
Itev.  3-75 


MCNTRNA  STATE  HIGdWAy  CX»»IISSION 
EQUAL  EMPLOTMENT  OPPORIUNrrY  OETICE 
HEiaA,  hONTANA 


INSTODCri(!tJ;  TMs  report  is  to  be  ocnplebed  by  the  contractor  noithly  for  each  trainee  entplxTfeS" 
on  this  contract  (Inclvjding  any  subocntracts  under  it  who  has  received  training  during  the 
month  under  the  trzdning  special  provision  7-2  (2) ,  The  cutoff  date  for  reporting  of  hours  is 
the  last  full  p«^Troll  period  of  the  month.  The  contrebctor  then  has  until  the  first  Friday 
of  the  following  month  to  submit  the  original  and  two  copies  of  the  report  to  the  Project 
Manager  vrfio  will  forward  it  to  the  Division  EEO  Coordinator  prior  to  the  second  Friday  of 
the  month.  Ihe  origiiud  will  then  be  sent  to  Helena. 


PROJECT  NUMPKR 

REPOPT  FOR  PAYROLL  PERICD  ENDIN3 

LOCATICN  CF  PROJECT  Si'lll 

ttoME  &  AbbteSS  (5P  (XtW 

W^CKft 

NAME  &  AEORESS  OF  TRAINEE 

^e  of  Trainee 
Male Femafe 

Social  Security  No. 

Einployee  Status   (OTfick  one) 
New  Hire            Up-Grade 

Ethnic  Groi53  Designation  (Check  one) 
NEGRO  ORISnSML 


AMERICAN 
INDIAN 


SPANISH 
AMERICAN 


OTHER 


^ 


Has  anpl^ee  had  prior  experience  in  the  Construction  industry?  Yes 
If  yes,  indicate  on  back  of  form:  What  Capacity  and  name  of  firm. 


No 


JdD  Classification  of  Trainee 


Date  Training  Started  on  This 
Contract: 


Type  of  on  job  Training 
APP       OJT 


Hours  of  Training  Provided  During 
Month; 


Hours  of  Training  Provided" 
To  Date: 


Hours  Remaining  to  Corplete 
Program: 


Trainee  Progress  on  training  to  date  (Phases  ccrpleted  and  at  v*iat  stage  trainee  presently  is 
being  trained  according  to  training  program  suhnitted  and  approved) 


Caments  regarding  trainee  attitude,  ability,  etc. 
KXt  :K1  IFNT  GOOD  FAIR 


OTHER  (ocrment) 


POOR 


TERMINATICW:  (If  training  was  terminated  prior  to  ocnpletion  of  approved  program  explain  reason 
for  tPirmination.) 


REPIACEMENT:  (Is  this  trcdnee  a  replacement  for  another  trainee.  Ari3TT"io7"*3>onS~tHIs~5rainee' 
replacing?) 


Report  Prepared  by:  (Signature  and  Title  of  Contractors  Representative) 


Report  Verified  by  signature  of  Manager-FPU 
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DATE 


DATE 


Fbonn  EBO  No  5 
(Bef.   PR-1391) 
Revised  4-2-73 


FEEBIAL  -  AID  OCNTWCT 

Report  for  Nsnth 
Endii*g                        19 

UQNTRACnjR)  HJNTHUr  FXD  REFCR] 

1 

INSTRDCTTOMS 
This   report   should  b«   subnltted   to  the  State  Department   of  Highways  by  each   contractor  and  covered   subcon- 
tractor  for   each  and   every  month  after  vork  begins.    Subcontractors   should  report   contract   and   emDlovment 

data  pertaining   ro   msir  BUBCORmcr  WOT»  6Biy.      The  nainpoeer   figures   to  be   reported   under  e^Ioyment  data 
should   represent   the   project  work   force  on  board   In  whole  or   in  part   for  die  last  payroll   period  preceding 
the   end   of  the  month.      The  manpower   figures   to  be   reported   la  Tattle  A  should   include   Journeymen,    appren- 
tices  and  on  the   Job  trainees.      Manpower   figures   to   be  reported  In  Table  B  should   only   include  apprentices 
and   on   the   Job  trainees  as   Indicated. 

Check  App 
CDntracto 

noprxate  Block 
M    Subocntractor 

onstructxcn 

Name  and  Address  of  Finn                                     Federal  -  Aid  Project  Nurber 

A 

TVpe  of  O 

Qxnty  and  State ' 

Dollar  Ancunt  of  Contract          Beginning  Oonstruction  Date 

Month  and  Year 

Nhr  of  Eiiployees 

EMPIiOXMENT  DMA                     rKBI£  A                                                                                                   | 

1 

1 

I      1       1 

1                                                                                                                        1 

JOB  CA3£QCRI£S 

EMPLOTHiS 

MINORITIES 

NUGH) 

ORrRWEAL 

;»eRicAN 

INDIAN 

SPANISH 

suroiAhED 
AMjacK; 

AWHfcN- 

TlfTS 

CN  THE 
JCB 

TRAIN^:^?? 

M 

F 

M 

F 

n 

F 

n 

F 

^^ 

f 

M 

f 

M 

F 

M 

F 

Officials   (Managers 

5 

Snaervisors 

LO 

Poranen 

15 

Clerical 

29 

Bqnirment  Operators 

25 

Mectunics 

JO 

Truck  Drivers 

35 

Ircnworkers 

10 

Carpenters 

15 

Cerent  Masons 

jQ 

Rlpctricians 

ji 

ISQ 

Pninterr 

55 

Trihnrs,  .S«?mi -Sk-illed 

70 

Trihors.  Uhskiliei 

75 

Otters 

30 

TOTAL 

TMVF.      R                                                                                                                                               1 

K 

35 

« 

AfpraiLixj 

On  The  Jcb  'xtainaes 

W 

1.  List  by  name  minority   trainees   under   7-2(2)    requirements. 

2.  Summarize  new  hires   for   the  current  month   indicating  minorities   and   non-minorities 
by   job  categories    (Use  reverse  side  of   form  if  needed) . 

Prepared  hy:    (Signature  anri  title  of  oonferactors  r^resentative) 

(Date) 

Ifeviewed  by:      (Signatin^  and  title  of  State  Hi^iway  Official) 

(Date) 
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ZO      Form  8 
2V.  10-75 


DEPARTMENT  OF  HIGHWAYS 
STATE  OF  MONTANA 


DNTANA  DEPARTMENT  OF  HIGHWAYS 
ELENA,  MONTANA  59601 

rTENTION:   EEO  Compliance  Bureau 


Date 

RE:  Project  ^__ 

Highway  Designation 
Dollar  Value 


1  accordance  with  Equal  Employment  Opportunity  provisions  contained  in  the 
Dntract  identified  above,  the  following  information  is  furnished: 


EQUAL  EMPLOYMENT  OPPORTUNITY  OFFICER: 


Name 


Title  or  Position  in  Firm 


Address 

REPRESENTATIVE  AT  PROJECT  SITE  RESPONSIBLE  FOR 
EQUAL  EMPLOYMENT  OPPORTUNITY  CONTRACT  PROVISIONS: 


Telephone 


Name 


Title  or  Position  in  Firm 


Address 


Telephone 


\ 


CHECK  ONE: 


Contractor 
Subcontractor 


Firm  Name 
Signed 
Title 
Date 


Contractor:   You  are  required  to  update  this  information  to  the  Resident 
Engineer  within  10  days  after  a  personnel  change  involving 
the  above  named  individuals. 


cc :  Mgr-FPU 
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standard  Fonn  ?»> 

President's  Coinmittee  on  E<^ual 

Employment  Opportunity 

Ex.  Ord.  10925  &  11114 

Rev.  10-75 

Copies  of  this  notice  will  be  posted  by  the  contractor  in  conspicuous 
places  available  to  employees  and  applicants  for  employment. 

■COPIES    OF   THIS   NOTICE   ARE  TO   BE  FURMISWEP  SV   THE    CONTn^CTOU   TC    LABCT 
UNIONS   OR    OTHER   ORG^NJIATIONS   OF   WORKERS,    APPRENTICESHIP   ANV   TRAINING 
PROGRAM  SPONSORS,    ANV    EHPLOVMENT   REEEPRAL   A^EMCIES 


NOTICE  OF  NONDISCRIMINATION  IN  EMPLOYMEFT 

TO: 

The  undersigned  currently  holds,  or  represents  contractors  or  subcon- 
tractors who  currently  hold,  contracts  or  subcontracts  and  may  in  the  future 
bid  on  contrarts  or  subcontracts  which  are  subject  to  the  provisions  of 
Executive  Orders  10925  of  March  6,  1961,  as  amended,  and  11114  of  June  22, 
1963. 

You  are  advised  that  under  the  provisions  of  these  contracts  and  in 
accordance  with  these  Executive  Orders,  contractors  and  subcontractors  are 
obliged  to  take  affirmative  action  to  provide  equal  employment  opportunity 
without  regard  to  race,  creed,  color,  or  national  origin.   This  obligation 
includes,  but  is  not  limited  to,  the  following: 

HIRING,  PLACEMENT,  UPGRADING,  TRANSFER,  OR  DEMOTION 

RECRUITMENT,  ADVERTISING,  OR  SOLICITATION  FOR  EMPLOYMENT 

TREATMENT  DURING  EMPLOYMENT 

RATES  OF  PAY  OR  OTHER  FORMS  OF  COMPENSATION 

SELECTION  FOR  TRAINING  INCLUDING  APPRENTICESKIP 

lAYOFF  OR  TERMINATION 

This  obligation  extends,  so  far  as  the  responsibility  of  the  undersigned 
is  concerned,  to  any  arrangement  under  which  journeyman  or  apprentices  are 
eelected  and  referred  for  work  on  its  projects. 

This  notice  is  furnished  you  pursuant  to  the  provisions  of  such  con- 
tracts or  subcontracts  and  Executive  Orders  10Q?5  and  11114. 


*"      ( contractor '  s  s  igna ture ) 
^"  OATF 


FIELD  INSPECTION  FORMAT 

AND 
COMPLIANCE  REVIEW  FORMAT 

A.  APPOINTMENT  LETTER 

B.  SAMPLE  SHOW  CAUSE  NOTICE 

C.  SAMPLE  CORRECTIVE  ACTION  PLAN 
INCLUDING  BINDING  CONCILIATION 
AGREEMENT 

D.  SAMPLE  SHOW  CAUSE  RECISSION 


FIELD  INSPECTION  REPORT      CONDUCTED  BYi 


Date  of  Inspection: Percent  Complete: 

Project  No:  , Contractor 


************************************************************************** 
PROJECT  MANAGER :__ 

Project  Files:  PRIME  SUB SUB 

Yes  No  Yes  No  Yes  No 

A.  Policy  Statement  

B.  Complaint  Procedure  

C.  Form  8  

D.  Form  38  

E.  Present  Employee  Referral     

F.  Training  Program  7-2(2)       ^  

G.  Records  Monitoring  Training   


Comments  regarding  Project  Manager's  general  knowledge  of  EEO  responsibilites: 


************************************************************************** 

PROJECT  SUPERINTENDENT: (Prime)  (Sub) ^_____ 

YES       W 


A.  Has  Superintendent  received  indoctrination  from 
Company  EEO  Officer?  - 

B.  Is  any  7-2(1)  Training  taking  place? 
Explain: 

C.  Has  he  conducted  on-site  meetings? 
What  was  discussed. 


C.  Knowledge  of  his  role  in  Complaint  Procedures 

D.  Knowledge  of  7-2(2)  training  including 
personal  monitoring 

E.  Knowledge  of  Company  recruitment  procedures 

F.  Knowledge  of  identified  referral  sources 
in  area 


GOOD   Pair  poor 


Comments  regarding  Superintendent's  overall  attitude  and  knowledge: 


X 
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FCREMAN:^ ^_^ (Prime)        (Sub) 

(name) 

YES  NO 

A.     Has  foreman  received  EBO  indoctrination?  Frcm  whcm? 


B.  Is  foreran  aweire  of  ccnpilaint  procedures? 

C.  Is  forenian  assisting  in  providing  7-2 (2) training? 

D.  Etoes  foranem  have  a  copy  of  training  program? 

E.  How  does  foineman  monitor  trciining? 


Ocmients  regarding  foreman's  overall  attitude  and  knowledge: 

*********************************************************************************** 

FOREMAN: ^__^ (Prime)  (Sub)    

(name) 

YES  NO 

A.  Has  foreman  received  EEO  indoctrination?  From  whom?     

B.  Is  foreman  aware  of  ccrplaint  procedures?  

C.  Is  foreman  cissisting  in  providing  7-2  (2)  training?  

D.  Does  foreman  have  a  copy  of  training  program?  ^^  ]^ 

E.  How  does  foreman  monitor  training? 

Cements  regarding  foreman's  overall  attitude  and  )cnow ledge: 

********************************************************************************* 

PCREMAN: ^__^ (Prime)     (Sub) 

(name) 

YES  NO 

A.  Hcts  foipemcin  received  EED  indoctrinaticMi?  Frcm  wham?     

B.  Is  foreman  aweo^e  of  ccrplaint  procedures?  

C.  IS  foreran  assisting  in  providing  7-2  (2)  training?  

D.  Does  foreran  have  a  copy  of  training  program?  

E.  Hew  does  foreman  monitor  tredning? 


Cements  regaurding  foreman's     overall  attitude  cind  knowledge: 

-31a- 


'-^«>  ™^ (^1      (Pr-e,  (Sub). 

Ethnic  Category: Job  Classification; 


yes 

no 

yes 

no 

yes 

no 

Date  Started  work: Attitude      GOOD     FAIR   POOR 

A.  Does  he  have  a  copy  of  training  program? 

B.  Has  he  had  any  EBO  indoctrination? 

C.  Has  he  attended  meetings? 

D.  VJhere  was  he  recruited  from? 

Coninents  regarding  trciinee's  attitude,  ability,  etc. 


************************************************************************************** 
7-2(2)  TRAINEE  (Prime)  (Sub) 


(naite) 
Ethnic  Category: Job  Classification: 


Date  Started  vgork: Attitude  GOOD   FPJR  POOR 

A.  Does  he  have  a  copy  of  training  program?  yes    no 

B.  Has  he  had  any  EBO  indoctrinaticxi?  yes    no 

C.  Has  he  attended  meetings?  yes    no 

D.  Where  was  he  recruited  fron? 


Caments  regarding  trainee's  attitude,  ability,  etc. 


************************************************************************************ 

7-2(2)  TRAINEE (Prime)    (Sub) 

(name) 


Ethnic  Category: Job  Classification: 


yes 

no 

yes  , 

no 

yes 

no 

Date  Started  work: Attitude      GOCD    FAIR    POOR 

A.  Does  he  have  a  copy  of  training  program? 

B.  Has  he  had  any  EEO  indoctrination? 

C.  Has  he  attended  meetings? 

D.  Where  was  he  recruited  frcn? 


Caiments  regarding  trainee's  attitude,  ability,  etc. 


\ 
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COMPANY  EEO  OFFICER 


Telephone  Conversation  •  Home  Office  Conversatlon_ 

A.   How  have  subs  been  monitored  on  this  project? 


B.  When  was  your  last  visit  to  this  job  site? 
Is  one  scheduled  in  the  near  future 

C.  What  were  recruitment  efforts  at  beginning  of  project?   (including  feirales 


Are  they  continuing? 


D.   What  efforts  made  to  deterirtine  union  information? 


EEO  Officer  advised  of  the  following  weaknesses  no  od  on  the  field  inspection, 
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JJECT  NUMBER  _ 
RIME  CONTRACTOR 


DATE  OF  INSPECTION 

INTERVIEWER (S) 


MPLOYEE  NAME 


HOME 
ADDRESS 


CLASSIFI- 
CATION 


RATE    OF 
PAY 


1-Min. 
2-Other 
3-Feinale 
4-Disad. 


1, Attended  meetings 
2,EE0  Officer 
3 .Compliance  Procedu: 
4. Bulletin  Board 
T. 7-2(2) 
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THOMAS   L   JUDGE 

GOVERNOR 
*r-— ^ilfcgeaifaf^M*.  Ill .  II       1^  1^1— awfa— »i*— -»^>i 


STATE  OF  MONTANA 

DEPARTMENT  OF  HIGHWAYS 

^ HELENA,  MONTANA   59601  ''Z'^L\r.T.:?s' 

CERTIFIED   MAIL 

IN    REPLY     REFER    TO 

Contractor 
Address 
City,  State 


You  are  hereby  advised  that  a  compliance  review  will  be  conducted 
on  your  above  noted  project  by  State  and/or  FHWA  officials  beginning 
on  at  a.m. /p.m. 

The  review  will  be  in  accordance  with  the  procedures  contained  in 
FHWA  Transmittal  211,  dated  August  30,  1976.   The  purpose  of  the 
review  will  be  to  evaluate  and  assure  compliance  with  the  require- 
ments of  Executive  Order  11246  as  amended. 

It  is  mandatory  that  you,  as  the  Prime  Contractor's  EEO  Officer, 
insure  that  the  below  listed  requirements  are  complied  with: 

(1)  Establish  a  meeting  space  at  your  project  site  and 
advise  this  office  by  return  correspondence; 

(2)  Insure  that  the  following  subcontractors  and  yourself 
be  present  and  prepared  for  the  review.   Even  though 
all  subcontractors  may  not  be  required  to  attend,  you 
should  be  familiar  with  their  EEO  programs. 


In  order  to  effectively  evaluate  your  total  EEO  posture  and  to 
expedite  the  review  your  company  and  each  subcontractor  who  is 
required  to  attend  the  review,  must  submit  the  beloV  listed  in- 
formation to  this  office  seven  days  prior  to  the  scheduled  review 
date: 

(1)   Copies  of  applicable  collective  bargaining  agreements 
with  all  unions  providing  employees  for  this  project. 
These  will  be  returned  if  requested.   The  Montana 
Contractors  Association  has  available  a  checkoff 
V         type  form  letter  (MCA-EEO  82873)  which  may  be  used 

rather  than  sending  copies  of  the  actual  agreements. 
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GEORGE    VUCANOVICH     c-«»m«n 
MELENa 

Wm   M    KESSNER  vice   cmaiuman  JOHN    S    COTE  DAVE    MCNAcLY  BAXTER    LARSON 

GREAT   F.LLS  BuriE  BAILINGS  .Olfl-OcM 

EQUAL     EMPLOYMENT    OPPORTUNI  TY  /  Af  F  IRMAT  I  vE     ACTION    EMPLOYER 
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(2)  One  copy  of  the  Form  1391  (EBO  5)  reflecting  the  current  woiic  force 
of  the  specific  project  eis  of  the  review  date. 

(3)  Statements  reflecting: 

a.  Project  cirea  recruitment  sources  available  and  utilized.  Itiia 
should  include  Union  and  Non-Union  enployee  referral  sources 
used  on  the  project 

b.  Specific  surmarized  data  including  minority  breakout  on  any 
active  training  program  on  the  project. 

c.  Brief  sunmary  of  significant  EEC  affirmative  action  undertaken 
by  your  ccrpany  affecting  the  project. 

d.  Statements  reflecting  the  status  of  any  action  (including  reviews 
and  related  correspondence)  taken  by  the  Equal  Elrploynnent  Oppor- 
tunity Commission,  the  Department  of  Justice,  or  other  Federal 
or  State  agency  regarding  your  ccxrpany  or  your  subcontractors 

on  EBO  matters. 

e.  A  listing  of  all  new  oiployees  hired  for  the  project  within  the 
last  90  days  showing:  enployee 's  name  and  address;  racial  iden- 
tification; job  classification;  craft  eind  beginning  wage  rate. 
Include  any  prcnotions  or  u^agrades  made  during  the  past  90  days. 

f .  A  list  of  minority  or  female  owned  ccrtpanies  contacted  as  possible 
subcontractors,  vendors,  material  suppliers,  etc. 

Mechanics  of  the  review  will  encarpass: 

1.  Total  work  force  interviews  by  the  State  official. 

2.  Relationship  with  all  identified  referral  sources  in  the  area. 

3.  Minority  representation  on  the  project  fron  identified  sources. 

4.  Physical  tour  of  site  facilities. 

5.  The  availability  in  the  area  of  minority  persons  with  requisite  skills. 

6.  Ctepartment  of  Highways  Project  Manager's  records  will  be  reviewed. 

7.  Other  areas  deesned  nr>cessary  by  the  reviewing  official  or  your  ccnpany. 

The  above  information,  along  with  other  gathered  data,  will  be  used  by  the  reviewing 
officer  to  analyze  preliminary  data  for  the  purpose  of  expediting  the 'review. 

No  EBO  orientation  or  EBO  training  is  expected  to  take  place  during  the  review. 
However,  the  reviewing  officer  will  be  ^lad  to  offer  technical  and  interpretive 
advise  cmi  project *and  hcrte  office  related  EBO  matters. 
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During  the  Initial  phase,  factual  data  relating  to  project  personnel  policies  and  pro- 
cedures will  be  gathered.   Personal  Interviews  with  the  employees  will  also  take 
place. 

Your  company  will  be  asked  about  your  preliminary  analysis  and  planning  on  EEO  matters 
which  you  undertook  after  contract  award,  but  prior  to  construction. 

The  review  will  take  from  one  to        days,  depending  on  information  available, 
problems  encountered  and/or  deficiencies  ascertained.   A  summation  of  relevant 
findings  will  be  made  orally  at  the  end  of  the  review.   EEO  Contract  provision 
deficiencies,  if  any  are  found  to  exist,  will  also  be  discussed  during  the  close  out. 
No  official  compliance  determination  will  be  made  at  this  time.   This  determination 
will  be  transmitted  by  our  office  within  a  few  days  following  the  conclusion  of  the 
review. 

If  you  have  any  questions,  please  feel  free  to  call  (449-2793)  or  write. 

Sincerely  yours, 

MONTANA  DEPARTMENT  OF  HIGHWAYS 

Joseph  T.  Shea,  Chief 
Bureau  of  Labor  and  EEO  Compliance 
and  Civil  Rights  Officer 


Vicky  A.  Peres 

EEO  Contract  Compliance  Officer 

cc:   Construction 

Supervisor  -  DCS  - 
Manager  -  F^  - 
niWA/2 
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COMPLIANCE   REVIEW   FORMAT 


Req.   #1   -  General 

Req.  #2  -  EQUAL  EMPLOYMENT  OPPORTUNITY  POLICY 

Has  the  contractor  formally  adopted  as  his  operating  policy  a  statement 
comparable  to  the  EEO  policy  statement  shown  In  7-2(1)?  

Where  posted? 
Remarks 


Req.  #3  -  Has  the  contractor  designated  in  writing  to  the  State  Highway  Department  the 
name  and  title  of  his  Equal  Emplojrment  Opportunity  Officer?     

Name Title(s); 

Authority? 


Req.  #4  -  DISSEMINATION  OF  POLICY 

A.   Has  there  ueen  company  wide  meetings  held  with  all  supervisor  personnel? 

Project  Ga^^ervisory  Office  Supervisory  

What  was  discussed? 


B.   Has  there  been  an  on-site  meeting  of  all  project  personnel? 
What  was  discussed? 


How  frequently  are  they  conducted? 
Last  two  dates  meetings  were  held 


Are  new  employees  given  any  indoctrination  at  the  time  they  report  for  work? 
What  does  that  indoctrination  include? 
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Doea  your  company  utllit*  any  other  method  of  dissemination?  (handouts,  etc.) 


C.   Have  any  new  supervisory  people  been  employed  for  this  project? 
Identify  them. 
How  were  they  Indoctrinated? 


Who  Indoctrinated  them? 

How  long  after  they  were  employed  were  they  indoctrinated? 


D.   Is  the  bulletin  board  properly  placed  and  does  it  contain  all  required  in- 
formation?    Does  the  home  office  have  a  bulletin  board? 


Req.  #5  -  RECRUITMENT 

A.   Has  the  company  advertised  for  employees? 
Opportun^^y  Employer"  included?  


Is  the  clause  "An  Equal 


B.   What  minority  sources  has  the  company  identified  and  established  referral 
procedures  with?   (List  names  of  employees  from  each  source) 


Employment  Agencies 


Community  Action  Groups 


Minority  Groups 


What  is  the  company  referral  arrangement  with  each? 


What  results  has  the  company  realized  «lth  these  groups  in  getting  referrals? 


-33a- 


REMARKS: 

C.      Kfiz  zmploytd  fiz^ziKat  n.e.que,itA   po6te.d?_ 
Whzn.e,  poite^d? 

REMARKS: 


Re,q.    «    6    =    PERSONNEL  ACTIONS 

I.      kfiQ,  pn.oje.ct  &ltQ,&   lnipe.cte.d  pzn.lodLciatty  n.e.gan.dlng   EEO? 
ffjfio   doz.&   tkt  X.n.&pe.ct<Lng? 

What  do   thzif  look  ion.? 
REMARKS: 


2.      Kno.  tkt  Apnzad  OjJ  wageA   ptKlodlcatly  zvaluatzd? 
Bif  lilhom? 


What  pn.oczdun.e.6   do    Lyoufthzyl    follow? 


3.      Am  pe.n.6onnzt  act^onA   ptxlodlcatty  Kz^Lzvidd  Ln  dzpth? 


-33b- 


By  whom? 


What  prooedurea  do   (you/ they)  follow? 


Row  would  your  company  handle  evidence  of  diecrimination?     Explain. 


4.     Has  there  been  any  complaints  of  discrimination? 
How  would  a  complaint  be  handled? 


REMARKS: 


Req.    n     7  -  TRAINING  AND  PROMOTION 


A.      What  actions  have  been  taken  in  locating ^  qualifying,  and  increasing 
the  skills  of  minority  group  employees  cmd  applicants  under  7-2(1)? 


What  have  been  the  company s  best  efforts  and  results  in  training  under 
the   7-2(1)  requirement? 


REMARKS: 


-33c- 


•       o 


B.     To  what  extent  has  your  company  participated  in  7-2(2)  training  requirements': 


What  type(B)?    Preapprenticeship  Apprenticeship  OJT 

How  many  trainees  in  each  program  on  this  project? 

Preapprenticeship  Apprenticeship  OJT 

Hod  many  trainees  in  each  program  in  the  total  company? 

Preapprenticeship  Apprenticeship  OJT 

EEMARKS: 


C.     Has  the  contractor  advised  employees  and  applicants  for  employment  of  available 
training  programs  and  entrance  requirements  for  each?    

Haw  is  it  done? 


D.     Has  the  contractor  periodically  reviewed  the  training  and  promotion  potential 
of  minority  group  employees  and  encouraged  eligible  employees  to  apply  for 
such  training  and  promotion?    

Who  does  this? 


Indicate  employees  who  have  received  such  encouragement:     (names) 


Did  any  apply? 


What  is  their  current  status? 


REHARXS: 


Req.    if     8  -  UNIONS 

What  are  the  ocmpanya  union  affiliations i 


What  individual  efforts  have  been  made  to  obtain  the  cooperation  of  such 
unions  to  increase  minority  group  opportunities  irithin  the  unions,   etc.? 


What  have  been  the  unions  efforts  to  increase  minority  group  opportunities'. 


Has  your  company  taken  action  to  determine  the  minority  representation 
within  each  named  union?     

Explain: 


A.      What  has  been  the  company s  best  efforts  in  achieving  this  goal? 


B.      Is  the  non-discrimination  clause  in  all  union  agreements? 


C.      Did  the  company  through  its  recruitment  procedures,   fill  all  existing 
vacancies  when  a  union  could  not  refer  applicants? 

How  many  vacancies  have  existed  on  this  project? 
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Eou  many  filled  by  minoritiee?    Non-minoritiee? 

la  the  remainder  of  the  workforce  all  transfer a?    


if     5  -  SUBCONTRACTING 

A.     What  have  been  the  oompanya  beat  efforts  toward  locating  minority  group 
aubaontraotora? 


What  have  been  the  companya  efforta  to  utilize  minority  group  subcontractor a? 


What  have  been  the  companya  beat  efforts  in  assuring  aubcontractora  with 
meaningful  minority  group  repreaentation? 


REMARKS: 


B.     What  are  your  procedures  for  monitoring  your  aubcontractor'a  total  E.E.O. 
poature? 


REMARKS: 
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F0q.    §10  -  RECORDS  AND  REPORTS 


A.     Are  you  keeping  the  following  records?     (Attach  copies  of  each  for 
documentation. ) 

1.     The  number  of  minority  and  non-minority  group  membere  employed  in 
each  alaaaification  on  the  project. 


2.     See  Requirement  08. 


3.     See  Requirements  §S  i  #?. 


4.     See  Requirement  if9. 


B.      Are  records  being  maintained  for  the  required  time? 


C.     Has  the  contractor  submitted  all  required  reports  in  an  accurate  and 
timely  manner? 


-33g- 


■■yMii    I     JUDGE 


STATE  OF  MONTANA 

DEPARTMENT  OF  HIGHWAYS 


immmmmt 


mtSa 


HELENA,  MONTANA    59601 
SAMPLE    SHOW   CAUSE    NOTICE 


RONALD  P.  RICHARDS 

DIRECTOR    OF    HIGHWAYS 


IN    REPLY     REFER    TO 


CERTIFIED  MAIL 

RETURN  RECEIPT  REQUESTED 

Date 

Contractor ' s  Name 

Address 

City,  State,  and  Zip  Code 

Dear  Contractor: 

As  a  result  of  the  review  of  your  (Project  Number) project 
located  at  (Project  Location)  conducted  on  (Date)  by 
(Reviewing  Agency) ,  it  is  our  determination  that  you  are 
not  in  compliance  with  your  equal  opportunity  requirements 
and  that  good  faith  efforts  have  not  been  made  to  meet  your 
equal  opportunity  requirements  in  the  following  areas: 

t 

List  of  Deficiencies 

1. 
2. 
3. 

Your  failure  to  take  the  contractually  required  affirmative 
action  has  contributed  to  the  unacceptable  level  of  minority 
and  female  employment  in  your  operations,  particularly  in 
the  semiskilled  and  skilled  categories  of  employees. 

The  Department  of  Labor  regulations  (41CFR  60)  implementing 
Executive  Order  11246,  as  amended,  are  applicable  to  your 
Federal-aid  highway  construction  contract  and  are  controlling 
in  this  matter  (see  Required  Contract  Provisions,  Form  PP-1273, 
Clause  II).   Section  60-1. 20(b)  of  these  regulations  provides 
that  you  make  a  commitment  in  writing  to  correct  such  defi- 
ciencies before  you  may  be  found  in  compliance.   The  commitment 
must  include  the  specific  action  which  you  propose  to  take  to 
correct  each  deficiency  and  the  date  of  completion  of  such 
action.   The  time  period  allotted  shall  be  no  longer  than  the 
minimum  period  necessary  to  effect  the  necessary  correction. 
In  accordance  wtih  instructions  issued  by  the  Office  of  Federal 
Contract  Compliance  Programs  (OFCCP) ,  U.S.  Department  of  Labor, 
your  written  commitment^,^!ji^^^(,§^^9,  provide  for  the  submission  of 
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monthly  progress  reports  which  shall  include  a  head  count  of 
minority  and  female  representation  at  each  level  of  each 
trade  and  a  list  of  minority  employees. 

You  are  specifically  advised  that  making  the  commitment 
discussed  above  will  not  preclude  a  further  determination  of 
noncompliance  upon  a  finding  that  the  commitment  is  not 
sufficient  to  achieve  compliance. 

We  will  hold  a  compliance  conference  at  ( Address   )  at 

(  Time  )  on  (  Date  )  for  you  to  submit  and  discu.~s  your 
written  commitment.   If  your  written  commitment  is  acceptable 
and  if  the  commitment  is  sufficient  to  achieve  compliance, 
you  will  be  found  in  compliance  during  the  effective  im- 
plementation of  that  commitment.   You  are  cautioned,  however, 
that  our  determination  is  subject  to  review  by  the  Federal 
Highway  Administration,  the  Department  of  Transportation  and 
OFCCP  and  may  be  disapproved  if  your  written  commitment 
is  not  considered  sufficient  to  achieve  compliance. 

If  you  indicate  either  directly  or  by  inaction  that  you  do 
not  wish  to  participate  in  the  scheduled  conference  and  do 
not  otherwise  show  cause  within  30  days  from  receipt  of 
this  notice  why  enforcement  proceedings  should  not  be 
instituted,  this  agency  will  commence  enforcement  proceedings 
under  Executive  Order  11246,  as  amended. 

If  your  written  commitment  is  accepted  and  it  is  subsequently 
found  that  you  have  failed  to  comply  with  its  provisions, 
you  will  be  advised  of  this  determination  and  formal  sanction 
proceedings  will  be  instituted  immediately. 

If  the  event  formal  sanction  proceedings  are  instituted  and 
the  final  determination  is  that  a  violation  of  your  equal 
opportunity  contract  requirements  has  taken  place,  any 
Federal-aid  highway  construction  contracts  or  subcontracts 
which  you  hold  may  be  canceled,  terminated,  or  suspended, 
and  you  may  be  debarred  from  further  such  contracts  or 
subcontracts.   Such  other  sanctions  as  are  authorized  by 
Executive  Order  11246,  as  amended,  may  also  be  imposed. 

\'7e   encourage  you  to  take  whatever  action  is  necessary  to 
resolve  this  matter  and  are  anxious  to  assist  you  in 
achieving  compliance.   Any  questions  concerning  this  notice 
should  tie  addressed  to  (Name,  Address,  and  Phone)  . 

Sincerely  yours, 
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SAiMPLE  CORRECTIVE  ACTION  PLAN 


Deficiency  1:   Sources  likely  to  yield  minority  employees 
have  not  been  contacted  for  recruitment  purposes. 

COMMITMENT:   We  have  developed  a  system  of  written  job 
applications  at  our  home  office  which  readily  identifies 
minority  applicants.   In  addition  to  this,  as  a  minimum, 
we  will  contact  the  Community  Action  Program  Director  in 
the  area,  the  Bureau  of  Indian  Affairs  in  the  area,  and 
the  Indian  Alliance  in  the  area  within  20  days  to  establish 
a  referral  system  for  minority  group  applicants  and  expand 
our  recruitment  base.   We  are  in  the  process  of  identifying 
other  community  organizations  and  associations  that  may  be 
able  to  provide  minority  applicants  and  will  submit  an 
updated  listing  of  recruitment  sources  and  evidence  of 
contact  by  (date) 

Deficiency  2:   There  have  been  inadequate  efforts  to  locate, 
qualify,  and  increase  skills  of  minority  and  female  employees 
and  applicants  for  employment. 

COMMITMENT:   We  will  set  up  an  individual  file  for  each 
apprentice  or  trainee  by      (date)     in  order  to  carefully 
screen  the  progress,  ensure  that  they  are  receiving  the 
necessary  training,  and  being  promoted  promptly  upon 
completion  of  training  requirements.   We  have  established  a 
goal  of  at  least  50  percent  of  our  apprentices  and  trainees 
will  be  minorities  and  15  percent  will  be  female.   In 
addition  to  the  commitment  made  to  deficiency  number  1,  we 
will  conduct  a  similar  identification  of  organizations 
able  to  supply  female  applicants.   Based  on  our  projected 
personnel  needs,  we  expect  to  have  reached  our  5  0  oercent 
goal  for  apprentices  and  trainees  by     (date) . 

We  plan  to  have  completely  implemented  all  the  provisions 
of  these  commitments  by    (date) 

If,  at  any  time  in  the  future  OFCCP ,  FHWA  or  the  Montana 
Department  of  Highways  or  their  successor  (s)  believe  that 
the  contractor  has  violated  any  portion  of  this  agreement, 
the  contractor  shall  be  promptly  notified  of  that  fact  in 
writing.   This  notification  shall  include  a  statement  of 
the  facts  and  circumstances  relied  upon  in  forming  that 
belief.   In  addition,  the  notification  shall  provide  the 
contractor  with  15  days  to  respond  in  writing  except  where 
OFCCP,  FHWA,  or  the  Montana  Department  of  Highways  alleges 


that  such  delay  would  result  in  irreparable  injury.   It  is 
understood  that  enforcement  proceedings  for  violation  of 
this  agreement  may  be  initiated  at  any  time  after  the 
15  day  period  has  elapsed  (or  sooner  if  irreparable  in- 
jury is  alleged)  without  issuance  of  a  show  cause  notice. 

It  is  recognized  that  where  OFCCP,  FHWA,  and/or  the  Montana 
Department  of  Highways  believe  that  the  contractor  has 
breached  the  conciliation  agreement,  evidence  regarding 
the  entire  scope  of  the  contractor's  alleged  noncompliance 
which  give  rise  to  the  show  cause  notice  from  which  the 
conciliation  agreement  resulted,  in  addition  to  evidence 
regarding  the  contractor's  alleged  violation  of  the  con- 
ciliation agreement,  may  be  introduced  at  the  enforcement 
hearing. 

It  is  further  recognized  that  liability  for  violation  of 
this  Agreement  may  subject  the  contractor  to  sanctions 
set  forth  in  Section  209  of  the  Executive  Order  and/or 
appropriate  relief. 


Sincerely  yours 
(Contractor's  Signature) 
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THOMAS   L   JUDGE 
GOVERNOR 


STATE  OF  MONTANA 

DEPARTMENT  OF  HIGHWAYS 


Ljr,  <-K,A    ..^MXAMA    co,^^,  RONALD  P.  RICHARDS 

HELENA,  MONTANA    59601  ,„^,^q^  ^^  ^.^^^^^^ 

SAMPLE  SHOW  CAUSE  RECISSION 

IN  REPLY  REFER  TO 


CERTIFIED  MAIL 

RETURN  RECEIPT  REQUESTED 

Date 

Contractor 

Address 

City,  State,  &  Zip  Code 

Dear  Contractor: 

^    (date)    ,  you  received  a  30  day  show  cause  notice  from 
this  office  for  failing  to  implement  the  required  contract 
requirements  pertaining  to  equal  employment  opportunity. 

Your  corrective  action  plan,  discussed  and  submitted  at  the 
compliance  conference  held  on   (date)   has  been  reviewed 
and  determined  to  be  acceptable.   Your  implementation  of 
your  corrective  action  plan  shows  that  you  are  now  taking 
the  required  affirmative  action  and  can  be  considered  in 
compliance  with  Executive  Order  11246,  as  amended.   If  it 
should  later  be  determined  that  your  corrective  action 
plan  is  not  sufficient  to  achieve  compliance,  this  rescission 
shall  not  preclude  a  subsequent  finding  of  noncompliance. 

In  view  of  the  above,  this  letter  is  to  inform  you  that  the 
30  day  show  cause  notice  of   (date )   is  hereby  rescinded. 
You  are  further  advised  that  if  it  is  found  that  you  have 
failed  to  comply  with  the  provisions  of  your  corrective 
action-  plan,  formal  sanction  proceedings  will  be  instituted 
immediately. 

we  will  require  three  progress  reports  which  will  be  due  in 
this  letter  on  the  following  dates:     (date)     (date)   (date) 

Sincerely  yours 


GEORGE    VUCANOVICH    ch«i«m«n 

HELEN* 

-36- 

Wm   M    KESSMER  v.ce   chi,«m«n  JOHN    S    COTE  DAVE    MCNALLY  BAXTER    LARSON 

OnpaT    FALLS  BUTTE  BiLlIKCS  WOLF    PO'NT 

EQUAL    EMPLOYMENT    OPPORTUNITY  /  AFF IRMATIVE     ACTION    EMPLOYER 


SAMPLE 

OF 

EMPLOYEE  DISCRIMINATION  COMPLAINT  PROCEDURE 


SAMPLE 


NOTICE 


EMPLOYEE  DISCRIMINATION  COMPLAINT  PRCXTEDURES 

IT  IS  THE  POLICY  OP  TO  PROVIDE  A  COMPLETE 

AND  IMPARTIAL  SYSTEM  OF  INVESTIGATION  AND  CORRECTIVE  ACTION  CONCERNING  ANY 
AND  ALL  ALLEGED  DISCRIMINATION  COMPLAINTS  AGAINST  EMPLOYEES  OR  APPLICANTS 
OF  THIS  COMPANY.   THE  FOLLOWING  PROCEDURE  WILL  BE  MADE  AVAILABLE  TO  AND 
DISCUSSED  WITH  ALL  EMPLOYEES: 

(1) .   Any  employee  or  applicant  of                       that  feels  he 
or  she  has  been  discriminated  against  shall  file  an  EMPLOYEE  DIS- 
CRIMINATION CLAIM  FORM,  which  may  be  obtained  f rora 

,  the  Project  Supervisor.   This  report  must  be 


completed  and  filed  with  the  Project  Supervisor  within  ten  days  of 
the  alleged  incident, 

(2) ,  .  Upon  receiving  the  ccanpleted  EMPLOYEE  DISCRIMINATION  CLAIM  FORM,  the 
Project  Supervisor  will  immediately  forward  it  to  our  company  EEO 
Officer,  who,  within  three  days  of  receipt  of  the  claim  form,  will 
initiate  am  investigation  or  designate  a  person  to  investigate  the 
alleged  discrimination.   At  this  time,  the  EEO  Officer  will  notify 
the  appropriate  agency  concerned  with^.EEO  compliance  on  this  project' 
Within  ten  days  after  receipt  of  the  Claim  form,  the  complaint  will 
be  reviewed  by  the  EEO  Officer  and  the  affected  employee.   The 
employee  and  the  investigator  will  complete  separate  REPORT  OF 
INVESTIGATIC»J  OF  DISCRIMINATION  CLAIM  forms,  which  are  available 
from  the  EEO  Officer  or  the  Project  Supervisor, 

(3) .   Should  the  EEO  Officer  and  the  affected  employee  fail  to  resolve  the 
i  ssue,  the  affected  employee  may  demand  additional  arbitration. 
The  EEO  Officer  will  advise  the  employee  of  Governmental  personnel 
concerned  with  EEO  that  may  offer  further  assistance  with  regard 
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EMPLOYEE  DISCRIMINATION  COMPLAINT  PROCEDURE  (Continued) 

to  arbitration,  etc,   A  panel,  consisting  of  a  person  designated 
by  the  employee,  a  person  designated  by  the  EEC  Officer  and  a 
third  person,  selected  by  the  first  two  delegates,  will  meet  to 
hear  and  arbitrate  the  claim.   This  meeting  will  also  be  attended 
by  the  affected  employee,  the  EEO  Officer  and  any  other  interested 
persons.   Within  ten  days,  the  panel  will  make  recommendations, 
in  writing,  for  a  satisfactory  resolution  to  the  EEO  Officer  and 
the  affected  employee. 


(4.) 


(5.) 


Within  ten  days,  the  EEO  Officer  will  submit  copies  of  all  reports 
and  forms  concerning  the  claim  to  the  appropriate  agency  concerned 
with  EEO  compliance  on  this  project. 


i 


All  alleged  complaints  and  subsequent  findings  will  be  made  part 
of  EEO  files  and  also  the 

project  EEO  file  and  will  be  retained  for  a  period  of  at  least 
three  years. 
SHOULD  YOU  HAVE  ANY  QUESTIONS  CONCERNING  THE  ABOVE  PROCEDURE,  THE  PROJECT 
SUPERVISOR  OR  THE  COMPANY  EEO  OFFICER  WILL  BE  HAPPY  TO  DISCUSS  IT  WITH  YOO. 


DATE; 


(Company's   Ncime  here) 


BY  I 


EEO   OFFICER 
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EMPLOYEE  DISCRIMINATION  CLAIM  FORM 


NAME  PROJECT  NAME 


ADDRESS  LOCATION 


SUPERVISOR 


JOB  ASSIGNMENT 


PLEASE  ANSWER  ALL  OF  THE  FOLLOWING  QUESTIONS: 

I) ,     Are  you  currently  a  PRESENT  EMPLOYEE  (   ) 

APPLICANT  FOR  EMPLOYMENT  (   ) 

2)",   In  what  way  do  you  feel  you  are  being  discriminated  against?  (Job 

Assignment,  Rate  of  Pay,  Treatment  by  Supervisor  or  Fellow  Employees, 
etc.)   Please  explain  in  full 


■i'J 

'I 


3) .   Do  you  feel  you  are  being  discriminated  against  because  of  your 

RACE   (   ) 

RELIGION   (   ) 

SEX   (   )  «  ' 

COLOR   (   ) 

NATIONAL  ORIGIN   (   ) 

4) .   Have  you  discussed  this  matter  previously  with  your  supervisor? 

If  so,  when?        j, . 

Was  any  action  taken?  ~~~"     ~  H 

r — 


5) .   List  any  fellow  workers  that  you  feel  may  be  able  to  support  your  claim. 


DATE :  S I GNATURE  j  ^ 
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SAMPLE 
EMPLOYER'S  REPORT  OF  INVESTIGATION  OF  DISCRIMINATION  CLAIM 


EMPLOYEE'S  NAME 


DATE  OF  INVESTIGATION 


GENERAL  NATURE  OF  THE  COMPLAINT; 


WHERE  DID  THE  INVESTIGATION  TAKE  PLACE? 


INVESTIGATION  PROCEDURES  USED:   (List  names  and  dates  of  interviews,  etc.) 


REPORT  OF  FINDINGS! 


LIST  SPECIFIC  ACTIONS  TAKEN  OR  AGREED  UPON; 


C<3ate)  (Investigator's  Name  &  Title) 
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ROLE  OF  THE  MINORITY  BUSINESS 
ENTERPRISE   SECTION 


Joseph  T.  Shea.  Chief       W-2793 
bureau  of  labor  &  eeo 
Compliance  and  Civil 
Rights  Officer 


''^E^hoMPLiANCE  Officer     449-2793 


DEFINITION 
Of 
MINORITY  BUSINESS  ENTERPRISES 


A  minority  business  enterprise  is  a  business  that  is  owned 
and  controlled  by  one  or  more  minority  persons.   For  the 
purpose  6f  this  definition: 


1.  Minority  persons  means  an  individual  who  is  Black, 
Hispanic,  Asian  American,  American  Indian,  Alaskan 
Native,  or  a  woman  regardless  of  race  or  ethnicity. 


2,   Owned  and  controlled  means  a  business  which  is  (a) 
a  sole  proprietorship  legitimately  owned  by  an 
individual  who  is  a  minority  person;  (b)  a  partner- 
ship or  joint  venture  controlled  by  minority  persons 
and  in  which  at  least  51%  of  the  beneficial  ownership 
interests  legitimately  are  held  by  minority  persons, 
or  (c)  a  corporation  or  other  entity  controlled  by 
minority  persons,  and  in  which  at  least  51%  of  the 
voting  interests  and  51%  of  the  beneficial  ownership 
interests  legitimately  are  held  by  minority  persons 
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NINORITY  BUSINESS  ENTERPRISE  SECTION 

PORPOSE: 

To  undertake  programs  aimed  at  increased  minority  business 
enterprise  participation  in  all  federally-aided  highway  construc- 
tion. 
I,   GOAL 

Identification  of  minority-owned  business  enterprises  with 
potential  for  highway  construction  work  or  business  opera- 
tions related  to  highway  construction  (landscapers ,  material 
suppliers,  equipment  dealers,  etc.) 

A.   Duties  and  Responsibilities  of  Department  of  Highway 
MBE  Section: 

1.   Will  conduct  an  extensive  outreach  program  which 
will  consist  of,  but  will  not  be  limited  to  the 
following: 

a.   The  DOH/MBE  Section  will  obtain  the  names  and 
phone  numbers  of  minority  owned  business  firms 
throughout  the  State  of  Montana  which  have  busi- 
ness operations  related  in  any  way  to  highway 
construction  functions.   Examples  of  such  minor- 
ity businesses  are:   concrete  specialists,  land- 
scaping, asphalt  paving,  painting  and  striping, 
material  suppliers,  equipment  dealers,  trucking 
and  hauling,  excavating  operations,  etc.   The 
current  operations  of  such  minority  owned  firms 
need  not  be  directly  related  to  highway  construc- 
tion.  The  DOH/MBE  Section  will  identify  any 
minority  business  which  could  develop  a  capability 
for  highway  construction  work,  or  for  supplying 


materials  and/or  equipment  to  highway  con- 
struction companies, 
b.   Method  of  Identification  -  THe  DOH/MBE  Sec- 
tion will  use  all  available  sources  for  com- 
piling the  names,  addresses  and  phone  numbers 
of  minority  business  firms,  including,  but  not 
limited  to  the  following:   Montana  Contractors 
Association  of  Montana,  Department  of  Labor  and 
Industry,  Small  Business  Administration  and  the 
State  Department  of  Revenue  for  the  purpose  of 
identifying  contractors  with  State  Licenses. 
2.   Following  the  initial  identification  phase,  the  MBE 

Section  will  visit  each  of  the  minority  business  iden- 
tified throughout  the  State  of  Montana.   The  MBE 
Compliance  Officer  will  conduct  personal  interviews 
of  responsible  company  officials  in  each  of  the 
minority  businesses  which  have  been  identified. 
The  MBE  Compliance  Officer  will  begin  each  interview 
with  an  explanation  of  the  DOH/MBE  Program,  an  over- 
view of  opportunities  available  to  the  minority  busi- 
nessman in  the  highway  industry,  and  a  brief  discussion 
of  pre-qualif ication  requirements.   The  MBE  Compliance 
Officer  will  then  ask  the  minority  business  repre- 
sentative if  lie  would  be  willing  to  participate  in 
the  DOH/MBE  Program.   If  the  minority  business  ex- 
presses interest,  the  MBE  Officer  will  solicit  the 
following  information  relative  to  the  minority  -  owned 
company : 
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a.  Name,  Address,  and  telephone  number  (if 
different  than  original  information) 

b.  Type  of  business  configuration  (corporation, 
Pacternership,  proprietorship,  etc) 

c.  Type  of  business  operation  (construction,  supply, 
landscaping,  etc.) 

d.  Number  of  years  in  business 

e.  Whether  prequalif ied,  and,  if  so,  in  what  state 

f.  Construction  experience  as  prime  contractor 

g.  Construction  experience  as  subcontractor 
h.   Current  license  and  bid  limits 

i.   Insurance  coverage,  bond  limits,  financial 

responsibility,  and  banks  with  whom  the  company 

does  business 
j .   Supervisory  roster  of  the  organization 
k.   List  of  equipment  the  company  uses  for  their 

type  of  work 
1.   Company's  work  area  or  geographical  limits 
m.   Length  of  time  the  company  has  licensed  with  the 

State  of  Montana 
n.   Reference  with  whom  the  company  has  purchased 

equipment,  supplies,  and  materials 
The  information  compiled  under  Items  a  through  n 
above  will  be  incorporated  into  a  Minority  Highway 
Contractors  Registry.   This  registry  will  be  dis- 
seminated to  All  highway  construction  contractors 
in  Montana  for  their  use  in  soliciting  bids  from 
minority  subcontractors,  equipment  suppliers,  and 
lessors.   The  registry  will  also  be  used  by  the 
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DOH/MBE  Section  as  a  tool  for  identifying  those 
areas  which  need  to  be  strengthened  within  each 
minority  contractor's  operation  in  order  to  assure 
that  the  minority  contractor  can  become  prequali- 
fied  and  begin  to  bid  on  highway  construction  work 
in  Montana. 
4.   During  the  personal  interview  phase,  the  DOH/MBE 
Compliance  Officer  will  explain  to  the  minority 
business  representatives  the  opportunities  available 
for  highway  construction  contracts  and  subcontracts 
in  Montana  And   encourage  the  minority  business  re- 
presentatives to  take  the  steps  necessary  to  become 
prequalified  and  eligible  to  bid  on  highway  projects, 
The  MBE  Compliance  Officer  will  also  describe  ser- 
vices available  through  the  DOH/MBE  Supportive  Ser- 
vices Program  to  aid  minority  businesses.   In  addi- 
tion, the  MBE  Section  will  encourage  minority  con- 
tractors to  attend  DOH  sponsored  seminars  in  pre- 
qualif ication  and  technical  assistance. 
II.   PREQUAL IF ICATION  OF  POTENTIAL  MINORITY  HIGHWAY  CONTRACTORS 
A.  Instruction: 

1 

1.   The  DOH/MBE  Compliance  Officer  will  work  with  the 
DOH  Training  Office,  Preconstruction  Section,  and 
Montana  Contractors  Association  to  set  up  training 
seminars  for  potential  minority  highway  contractors. 
These  seminars  will  be  conducted  following  the  iden- 
tification and  personal  interview  phases  of  the  MBE 
Supportive  Services  Program.   Topics  to  be  covered 

at  these  seminars  shall  include,  but  not  be  limited 
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to  the  following: 

a.  The  competitive  bidding  process 

b.  How  to  become  a  prequalified  highway  contractor 
in  Montana 

c.  Technical  assistance  available  to  minority 
highway  construction  contractors 

d.  Prequalif ication  discussion  groups 

e.  Bid  preparations 

f.  Contract  cost  estimating 

g.  Construction  plans  reading 
h.   Financial  management 

i.   Accounting  and  record  keeping  requirements 

j .   Developing  bid  strategy 

k.   Payroll  management 

1.   Decision  making  regarding  capital 

m.   Salesmanship 

n.   Planned  growth 

o.   Hiring  practices 

p.   Contract  Law 

q.   Lien  Law 

r.   Quality  control 

Prior  to  setting  up  the  seminars,  the  DOH/MBE  Section 

will  mail  questionnaires  and  make  follow-up  phone  or 

personal  contacts  with  all  identified  minority  businesses 

soliciting  their  interest  in  and  attendance  at  the 

seminars,  and  setting  up  dates  for  the  training  sessions 

which  would  be  convenient  for  the  minority  business 

representatives . 

The  length  of  the  training  seminars  will  depend  on  the 

type  of  curriculum  developed,  availability  of  instruc- 
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tors,  level  of  interest,  and  several  other  variables. 
However,  it  is  anticipated  that  the  average  length 
of  the  seminars  will  be  approximately  1  or  2  days. 
It  may  be  necessary  to  conduct  seminars  in  areas 
other  than  Helena  in  order  to  guarantee  complete 
coverage  of  the  state. 

4.   It  is  anticipated  thatttraining  seminars  will  be 
conducted  in  the  winter  months  when  construction 
activity  is  usually  slow. 
III.   TECHNICAL  AND  FINANCIAL  ASSISTANCE 
A.   Continuing  Services 

1.   The  DOH/MBE  Compliance  Officer  will  work  continuously 
with  identified  and  interested  minority  businesses  to 
refer  them  to  agencies  and  programs  capable  of  pro- 
viding needed  technical  and  financial  assistance  to 
minority  firms. 

a.  Examples  of  assistance  which  cah  be  provided 
are:   Preparation  of  bids  (general  theory  NOT 
specific  project  bids) ,  management  tools  and 
techniques,  financial  support  (through  investors, 
foundations,  investment  bankers,  lenders,  etc.), 
consultant  services,  advice  on  prequalification 
procedures, 

b.  Examples  of  organizations  and/or  agencies  capable 
of  providing  such  assistance:   DOH  Contract  Plans 
Secion,  Construction  Bureau,  Prequalification  and 
Training  Section,  Small  Business  Administration, 
private  loan  agencies,  consultant  firms  and  the 
Montana  Contractors  Association. 
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2.  The  DOH/MBE  Compliance  Officer  will  work  closely 
and  continuously  during  the  life  of  the  contract 
with  agencies  and  organizations  such  as  those 
listed  in  Section  III-A-1-b  above  to  solicit  their 
aid  and  cooperation  in  working  with  minority  business 
enterprises.   The  objective  of  this  effort  will  be 

to  develop  the  financial  and  technical  resources 
within  minority  businesses  to  enable  them  to  become 
prequalified  and  bid  successfully  for  highway  con- 
struction contracts,  supply  agreements  (materials, 
equipment  and  services) ,  etc.   The  DOH/MBE  Section 
will  not  be  in  a  position  to  provide  extensive 
technical  or  financial  aid  to  minority  firms.   However, 
the  MBE  Compliance  Officer  will  be  able  to  act  as  a 
liaison  between  identified  minority  businesses  and 
the  agencies  or  organizations  which  can  provide  such 
technical  or  financial  aid.   This  liaison  effort  will 
be  the  function  of  the  DOH/MBE  Section,  while  the 
actual  technical  or  financial  assistance  will  be  the 
function  of  the  agencies  and  organizations  set  up  for 
•  this  purpose. 

3.  To  insure  the  success  of  this  program  it  is  essential 
-the  MBE  Compliance  Officer  and  the  Highway  Department's 

Field  EEO  representatives  work  together  to  give  the 
potential  MBE  the  insight  of  actual  construction 
practices  they  will  encounter. 
IV.   REPORTING 

A.   Quarterly  Reports 

1.   The  DOH  Supportive  Services  Coordinator  for  Minority 
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Business  Enterprise  will  submit  a  written  report 
to  the  Federal  Highway  Administration  on  a  quarterly 
basis.   The  report  will  cover  all  activities  of 
the  DOH/MBE  Compliance  Officer  for  each  quarter, 
including,  but  not  limited  to:   Minority  Businesses 
identified,  minority  businesses  expressing  interest 
and  their  reasons  for  not  doing  so,  minority  firms 
interviewed,  results  of  interviews,  contacts  with 
agencies  and  organizations,  results  of  agency 
organization  contacts,  all  activities  related  to  pre- 
paration and  conduct  of  seminars,  minority  contractors 
referred  to  financial  or  technical  assistance  organi- 
zations or  agencies,  results  of  such  referrals,  follow- 
up  activities. 

In  addition  the  DOH/MBE  Section  will  be  charged  with  monitoring 
all  MBE  firms  to  see  that  they  are  complying  with  guidelines 
and  regulations  that  have  been  issued  from  the  office  of  O.M.B.E. 
through  the  Federal  Highway  Administration  Montana  Division. 


I 
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EXECUTIVE  ORDER  11246 


REPRIIfT:      FEDERAL  REGISTER    (VOLUI-ffi    30,    NUMBER    187),    TUESDAY,    SEPTEMBER   28,    1965 

Presidential  Documents 


Title  3— THE  PRESIDENT 

Executive  Order   1 1 246 

EQUAL  EMPLOYMENT  OPPORTUNITY 

Under  and  by  virtue  of  the  authority  vested  in  me  as  President  of 
the  United  States  by  the  Constitution  and  statutes  of  the  United 
States,  it  is  ordered  as  follows : 

Pakt  I — Nondiscrimination  in  Goviirnment  Employment 

Section  101.  It  is  the  policy  of  the  Government  of  the  United 
States  to  provide  equal  opportunity  in  Federal  employment  for  all 
qualified  persons,  to  proliibit  discrimination  in  employment  because 
of  race,  creed,  color,  or  national  oiij;in,  and  to  promote  the  full 
realization  of  equal  employment  opportunity  througn  a  positive,  con- 
tinuing program  in  each  executive  department  and  agency.  The 
policy  of  equal  opportunity  applies  to  every  aspect  of  Federal 
employment  policy  and  practice. 

Sec.  102.  The  head  of  each  executive  department  and  agency  shall 
establish  and  maintain  a  positive  program  of  equal  employmeut 
opportunity  for  all  civilian  employees  and  applicants  for  employment 
•within  his  jurisdiction  in  accordance  with  the  policy  set  forth  in 
Section  101. 

Sec.  103.  The  Civil  Service  Cominission  shall  supervise  and  provide 
leadership  and  guidance  in  the  conduct  of  equal  employment  op- 
portunity programs  for  the  civilian  employees  of  and  applications" 
tor  employment  within  the  executive  departments  and  agencies  and 
shall  review  agency  program  accomplishments  periodically.  In  order 
to  facilitate  the  aciiievement  of  a  model  program  for  equal  employ- 
ment opportunity  in  the  Federal  service,  the  Commission  may  consult 
from  tune  to  time  with  such  individuals,  groups,  or  organizations  as 
may  be  of  assistance  in  improving  the  Federal  program  and  realizing 
the  objectives  of  this  Part. 

Sec;  104.  The  Civil  Service  Commission  shall  provide  for  the 
prompt,  fair,  and  impartial  consideration  of  all  complaints  of  dis- 
crimination in  Federal  employment  on^the  basis  of  race,  creed,  color, 
or  national  origin.  Procedures  for  the  consideration  of  complaints 
shall  include  at  least  one  impartial  review  within  the  executive  de- 
paiiment  or  agency  and  shall  provide  for  appeal  to  the  Civil  Service 
Commission. 

Sec.  105.  Tlie  Civil  Service  Commission  shall  issue  such  regula- 
tions, orders,  and  instructions  as  it  deems  necessary  and  appropriate 
to  carry  out  its  responsibilities  imder  this  Part,  and  the  head  oi  each 
executive  department  and  agency  shall  comply  with  the  rcgiilations, 
orders,  and  instructions  issued  by  the  Commission  under  this  Part. 

Part  II — Nondiscrimination  in  Employment  by  Government 

CoNrRAC'lX)R3  AND  SuBCONntACTOBS 
StlliPAKT  A — DUTTEa  OF  THE  BECIIETART  OF  IJVBOa 

Sec.  201.  Tho  Secretary  of  I/alwr  shall  be  re.sponsibl6  for  the  ad- 
ministration of  Parts  II  and  III  of  this  Order  and  shall  adopt  such 
rules  and  regulations  and  issue  .such  orders  as  ho  deems  necessary  and 
appropriate  to  achio^>e'the  purposes  thereof. 
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12320  THE  PRESIDENT 


SUnrART   » — CX»*TRACTr)«»     AURBKMRNTS 

Sbc.  202.  Except  in  contr»cla  ezempt«d  in  accordance  with  Secticm 
204  of  tills  Order,  all  Ooveminent  contrncting  nppnciee  shall  include 
in  everj  GovemmejU  contract  hereafter  enfei^l  into  the  following 
proviaiona: 

"DurlDg  tb«  twrrormaDce  of  this  contract,  tbe  contractor  a(re«M  as  follows: 

"(1)  Tbe  contractur  will  not  dliicrliiilaatr  aeainst  nnj  einplo7««  or  applli^nt 
for  cmploymcDt  because  of  ruce,  creed,  color,  or  imtinnnl  orlRln.  Tbe  contractor 
will  take  nfBrmBtlvt-  action  t"  'nsure  thitt  t^pplirnntf  ure  employed,  and  that 
emplorees  are  treated  durinit  cmiiloymeot.  without  regard  to  thHr  race,  cre«d, 
color,  or  national  orletn.  Such  action  *hnll  include,  but  not  t>e  limited  to  tbe 
followloK:  employment,  upcradlnK,  (leoiotlon,  or  transfer;  recroitnieDt  or  re- 
cruitment adrertMlni; ;  layoff  or  temiliialinn  :  r.itee  of  iiay  or  other  forms  of 
compeoaatiiin  :  and  teleotlon  for  tmlning,  lnclU(lio(  apprenticeship.  Tbe  con- 
tractor acri'fB  to  [>«Ht  In  conHplruouH  place*,  arnilahle  to  (Mnployees  nnd  applicants 
for  employmant.  Dotlc«*  to  be  provided  by  the  contracting  offlcer  aetting  forth 
the  provlxloux  of  this  nondlKcrliuinntion  claoac. 

"(2)  Tlie  contractor  will.  In  all  aollcltatlons  or  adTertlnenients  for  employees 
placed  by  or  on  behalf  of  the  contractor,  state  thnt  all  quollfled  applicnnts  will 
rec«lre  consideration  for  miploymeut  iTltbout  regard  to  race,  creed,  color,  or 
national  origin. 

"(3)  Tbe  contractor  will  send  to  each  labor  anion  or  re|>reaentatlre  of  workers 
with  which  he  has  a  colle»-tlTe  Iwtrcninlng  agreement  or  other  contract  or  under- 
standing, a  notice,  to  be  provided  by  tbe  agency  contracting  officer,  adTlslng  tbe 
lat>or  union  or  workera"  representative  of  the  contractor"*  commitments  under 
Section  2(n  of  Rxecatlve  Order  No.  1124«  of  September  24.  1905,  and  aball  post 
coptea  of  tbe  notice  in  conspicuous  pinces  arallable  to  ein|i(oyee«  and  applicants 
for  employment. 

"(4)  The  contractor  will  comply  with  nil  provlolons  of  Kxpcntlve  Order  No. 
11246  of  Sept.  24,  lt)A9,  and  of  the  nilea,  regolatlonM,  nnd  relevant  orders  of  the 
Secretary  of  Labor. 

"(5)  The  contractor  will  fumUh  all  information  and  reports  required  by 
Executive  Order  No.  11246  of  September  24.  inc.").  and  by  the  rulee,  rt^ilatloos, 
snd  orders  of  the  Secrrtary  of  Lnbor.  or  pursuant  thereto,  nnd  will  permit  acc«ia 
to  bis  books,  records,  snd  accountH  by  the  contnictinR  ncency  and  the  Secretary 
of  Labor  for  purposes  of  investicatlon  to  aitcertain  compliance  with  such  rulea, 
regulations,  arrd  orders. 

"(0)  In  the  event  of  the  contractor's  noncompliance  with  the  oondiscrimlnatJon 
clausee  of  this  contrsct  or  with  any  of  such  rule«!.  rrf;ulation!i,  or  orders,  this 
contract  msy  be  cancelled,  t«rmlnsted  or  suspended  In  whole  or  In  part  and 
tbe  contractor  may  be  declared  Ineligible  for  further  Government  ctintmcts  In 
accordance  with  procedures  authorised  in  executive  Order  No.  11240  of  Sept. 
24,  IMT),  and  such  other  sanctions  may  be  Imposed  and  remedies  involved  as 
provided  in  Eiecutlve  Order  No.  11246  of  September  24,  lOfiS,  or  by  rule,  regula- 
tion, or  order  of  the  Serretary  of  Jjabor.  or  as  otherwise  provided  by  law. 

"(T)  The  contractor  will  Include  the  prorlsloos  of  Paragraphs  (1)  through  (7) 
In  every  subcontract  or  purchase  order  unless  crempted  by  rul«s,  refCuUitlons.  oc 
orders  of  the  Secretary  of  Labor  Issued  pursuant  to  Section  204  of  Exet^utive 
Order  No.  112'16  of  Sept  24,  1005,  so  that  such  provisions  will  be  binding  upon 
each  subcontractor  or  vendor.  The  contractor  will  take  such  action  with  respect 
to  any  subcontract  or  purchase  order  as  the  contractinc  asTMicy  may  direct  as 
a  means  of  euforcing  such  provisions  including  saoctlous  for  noncompliance: 
Provided,  Aoioerer,  That  in  the  event  the  contractor  becomes  Involved  In,  or  U 
threatened  with,  litigation  with  a  subcontractor  or  vendor  as  a  result  of  such 
direction  by  the  conLracting  agency,  the  contractor  may  re<iup«t  the  United 
States  to  enter  Into  auch  lltigatioo  to  protect  the  Interests  of  the  United  Statea." 

Sbc.  203.  (a)  Each  contractor  having  a  contrtict  containing  the  pro- 
visions prescribed  in  Se«otion  202  shall  file,  and  slioll  cAUse  each  ot  hia 
subcontractors  to  file.  Compliance  Reports  with  the  contractingagency 
or  the  Secretary  of  Labor  as  may  be  directed.  Compliance  Reporta 
shall  be  filed  within  such  times  and  shall  contain  such  information  as 
to  the  practices,  policies,  progHms,  and  employment  policies,  pro- 
grams, and  employment  statistics  of  the  contractor  and  each  sub- 
contractor, and  shall  be  in  such  form,  as  the  Secretary  of  Labor  may 
prescribe. 

(b)  Didders  or  nroHpective  contractors  or  subcontractors  may  be 
required  to  sLnte  \vnether  they  hare  participated  in  any  previou.s  con- 
tract subject  to  the  proyisions  of  this  Order,  or  any  preceding  similar 
Executive  order,  and  in  that  event  to  submit,  on  behalf  of  Lbemselrefl 
and  their  proposed  subcontmctorSj  Compliiuice  Reports  prior  to  or  as 
an  initial  part  of  their  bid  or  negotiation  of  a  contracL 

(c)  Whenever  the  contractor  or  subcontractor  has  a  collective  bar- 
gaining agreement  or  other  contract  or  understanding  with  a  labor 
union  or  an  agency  referring  workers  or  providing  or  snpervisin|[ 
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apprenticeship  or  training;  for  such  workers,  th«  Compliance  R«port 


all  inclode  such  information  as  to  such  labor  onion's  or  i^tn^'s 
practices  and  policies  affacting  compliance  as  tha  Secretary  oi  Labor 
may  prescribe :  Provided^  That  to  the  extent  such  information  is  within 
the  exclusive  possession  of  a  labor  union  or  an  a|fency  referring  woricen 
or  providing  or  supervising  apprenticeship  or  training  and  such  lab<H' 
muon  or  agency  snail  refuse  to  furnish  such  information,  to  the  oon- 
tractor,  the  contractor  shall  so  certify  to  the  contracting  agency  as 
part  of  its  Compliance  Beport  and  shall  set  forth  what  efforts  he  haa 
made  to  obtain  such  information. 

(d)  The  contracting  agency  or  the  Secretary  of  Labor  may  direct 
that  any  bidder  or  prospective  contractor  or  subcontractor  shall  !=ub- 
mit,  as  part  of  his  Compliance  Report,  a  statement  in  writing,  signed 
by  an  authorized  officer  or  agent  on  behalf  of  any  labor  union  or  any 
agency  referring  workers  or  providing  or  supervising  apprenticeship 
or  other  training,  with  which  the  bidder  or  prospective  contractor 
deals,  with  supporting  information,  to  the  effect  that  the  signer's 
practices  and  policies  do  not  discriminate  on  the  grounds  of  race, 
color,  creed,  or  national  origin,  and  that  the  signer  either  will  affirmar 
\im\j  cooperate  in  the  implementation  of  the  policy  and  provisions 
of  tlus  Order  or  that  it  consents  and  agrees  that  recruitment,  employ- 
ment, and  the  terms  euad  conditions  of  employment  under  the  pro- 
posea  contract  shall  be  in  accordance  withthe  purposes  and  prorisKHis 
of  the  Order.  In  the  event  that  the  imion,  or  the  agency  shall  refuse 
to  execute  such  a  statement,  the  Cwnpliance  Beport  shall  so  cartify 
and  set  forth  what  efforts  have  been  made  to  secure  such  a  statement 
and  such  additional  factual  material  as  the  contracting  agency  or  the 
Secretary  of  Labor  may  require. 

Sec  204.  The  Secretary  of  Labor  may,  when  he  deems  that  special 
circumstances  in  the  national  interest  so  require,  exempt  a  contracting 
agency  from  the  requirement  of  including  any  or  all  of  the  provisions 
of  Section  202  of  this  Order  in  any  specific  contract,  subcontract,  or 
purchase  order.  The  Secretary  of  Labor  may,  by  rule  or  regula- 
tion, also  exempt  certain  classes  of  contracts,  subcontracts,  or  pur- 
chase orders  (1)  whenever  work  is  to  be  or  has  been  performed  outside 
the  United  States  and  no  recruitment  of  workers  within  the  limits 
of  the  United  States  is  involved;  (2)  for  standard  commercial  sup- 
plies or  raw  materials;  (9)  involving  less  than  specified  amounts  of 
money  or  specified  numbers  of  workers;  or  (4)  to  the  extent  that  they, 
involve  subcontracts  below  a  specified  tier.  The  Secretary  of  Labor 
may  also  provide,  by  rule,  regulation,  or  order,  for  the  exemption 
of  facilities  of  a  contractor  which  are  in  aJl  respects  separate  and 
distinct  from  activities  of  the  contractor  related  to  the  performance 
of  the  contract:  Provided,  That  such  an  exemption  will  not  interfere 
with  or  impede  the  effectuation  of  the  purposes  of  this  Order:  And 
provided  further.  That  in  the  absence  of  such  an  exemption  all  facili- 
ties shall  be  covered  by  the  provisions  of  this  Order 

■TJBPART  O— POWERS  AND  DtJTIES  OF  THB  8ECKBTAHT  OF  I-«iB0H  AWI»  TBB 
CONTHACrriKO  AGENCI*- 

Sbc.  205,  Each  contracting  agency  shall  ha  primarily  responedhla 
for  obtaining  compliance  with  the  rules,  regulations,  and  orders  of  the 
Secretary  of  Labor  with,  respect  to  contracts  entered  into  by  such 
agency  or  its  ccmtractors.  All  contracting  agencies  shall  comp^  with 
the  rules  of  the  Secretary  of  Labor  in  discharging  ^eir  primary 
responsibility  for  securing  compliance  with  the  provisions  of  con- 
tracts and  otherwise  with  the  terms  of  this  Order  and  of  the  rales, 
regulations,  and  orders  of  the  Secretary  of  Labor  issued  pursuant  to 
this  Order.  ITiey  are  directed  t»  cooperate  with  the  Secretaty  of 
Labor  and  to  furnish  the  Secretary  of  Labor  such  information  and 
assistance  as  he  may  require  in  the  perf<MTnaz»ce  of  his  function*  under 
this  Order.  They  are  further  directed  to  appoiat  or  deaignab*^  fromt 
among  the  agency's  perBonnel,  compliance  officers.  It  ahaJl  be  thft 
dutr  of  such  officers  to  seek  compDance  with  the  obiectivee  of  this 
Order  by  conference,  conciliation,  mediatioo,,or  persoasicHi. 

Sbc  206;  (a)  The  Secretary  of  Labor  may  investigate  tha  esv 
.ployment  practices  of  any  Government  contractor  or  subcontractor. 


-40b- 


to  b«  II 


12322  THE   PtiSIOENT 

or  initiate  such  investigation  bv  the  appropriate  contracting  agencr, 
to  determine  whether  or  not  the  contrarlual  provisiona  specified  in 
Section  202  of  this  Order  hare  been  violatea.  Such  investigation 
shall  be  conducted  in  accordance  with  the  procedures  established  by 
the  Secretary  of  Labor  and  the  investigating  ageiKy  shall  report  to 
the  Secretary  of  Labor  any  action  taken  or  recommended. 

(b)  The  Secretay  of  I>abor  may  receive  and  investijyate  or  caum 
inveslijc^ted  complainta  by  employees  or  prospective  employe** 
of  a  Government  contractor  or  subcontractor  which  allege  discrimina- 
tion contrary  to  the  contractual  provisions  si>ecified  in  Section  20^ 
of  this  Order.  If  this  investigation  is  conducted  for  the  Secretary 
of  Labor  by  a  contmcting  ogpncv,  that  agency  shall  report  to  the 
Secretary  wlmt  action  luis  been  tixken  or  is  recommended  with  regard 
to  such  complaints. 

Sbc  207.  The  Secretary  of  Labor  shall  use  his  best  efforts,  directly 
and  through  contracting  agencies,  other  intereste<l  Federal,  State,  and 
local  agencies,  contractors,  and  all  other  available  instrumentalities  to 
cause  any  labor  union  engaged  in  work  under  Government  contracts 
or  any  agency  referring  workers  or  providing  or  supervising  appren- 
ticeship or  training  for  or  in  the  course  of  such  work  to  coop>erate  in 
th«  implementation  of  the  purposes  of  this  Order.  The  Secretary  of 
Labor  shall,  in  appropriate  crises,  notify  the  Equal  Employment 
Opportunity  Commission,  the  Department  of  Justice,  or  other  appro- 
priate Federal  agencies  whenever  it  has  reason  to  believe  that  the 
practices  of  any  such  labor  oifranization  or  agency  violate  Title  VI  or 
Title  VII  of  the  Civil  Rights  Act  of  1964  or  other  provision  of  Fed- 
eral law. 

Sec.  20R.  (a)  The  Secretary  of  L.ibor,  or  any  agency,  officer,  or 
employee  in  the  executive  branch  of  the  Government  designated  by 
rule,  regulation,  or  order  of  the  Secretary,  may  hold  such  hearings, 
public  or  private,  xs  the  Seci-etary  may  deem  advisable  for  compliance, 
enforcement, or  educnfional  purposes. 

(b)  Tlie  S>  refary  of  Labor  may  hold,  or  c.iiise  to  be  held,  hearings 
in  accordance  with  Subsection  (o)  of  this  Section  prior  to  imposing, 
ordering,  or  recommending  the  imposition  of  penalties  and  sanctions 
under  this  Order.  No  order  for  uebarment  of  any  conlractor  from 
further  Government  contracts  under  Section  209(a)  (6)  shall  be  made 
without  affording  the  contractor  an  opportunity  for  a  hearing. 

*  SDBPARTD — SANCTIONS  ANnPKNALTIES 

Sec.  209.  (a)  In  accordance  with  such  rules,  regulations,  or  orders 
as  the  Secretary  of  lAbor  may  issue  or  adopt,  the  Secretary  or  the 
appropriate  contracting  agency  may : 

(1)  Publish,  or  cause  to  be  published,  the  names  of  contractors  or 
unions  which  it  has  concluded  nave  complied  or  have  failed  to  comply 
with  the  provisions  of  this  Order  or  of  the  rules,  regulations,  and 
orders  of  tne  Secretary  of  I>abor. 

(2^  Recommend  to  the  Department  of  Justice  that^  in  cases  in 
which  there  is  sul>^'tantial  or  material  violation  or  the  tnreat  of  sub- 
stantial or  material  violation  of  the  contrncfual  provisions  set  forth 
in  Section  202  of  this  Order,  appropriate  procee<iing3  be  brought  to 
enforce  those  provisions,  inclucling  the  enjoining,  within  the  limita- 
tions of  applicable  law,  of  organisations,  individuals,  or  groaps  who 
prevent  directly  or  indirectly,  or  seek  to  prevent  directly  or  indirectly, 
compliance  with  the  provisiofts  of  this  Order. 

(3)  Recommend  to  the  Equal  Employment  Opportunity  Commis- 
sion or  the  Department  of  tJustice  tnat  appropriate  proceedings  be 
instituted  under  Title  VII  of  the  Civil  Rights  Act  of  1964. 

(4)  Recommend  to  the  Department  of  Justice  that  criminal  pro- 
ceedings be  brought  for  the  furnishing  of  false  information  to  any  con- 
tracting agency  or  to  the  Secretary  of  I^abor  as  the  case  may  be. 

(6)  Cancel,  terminate,  suspend,  or  cause  to  be  cancelled,  terminated, 
or  suspendefl,  any  contract,  or  any  portion  or  portions  thereof,  for 
failnre  of  the  contractor  or  subcontractor  to  comply  with  the  non- 
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discrimination  provisions  of  the  contract.  Contracts  m&y  be  cancelled, 
terminated,  or  suspended  absolutely  or  continuance  of  contracts  may 
be  conditioned  upon  a  program  for  future. compliance  approved  by 
tiie  contracting  agency. 

(6)  Provide  that  any  contracting  agency  shall  refrain  from  enter- 
ing into  fiirther  contracts,  or  extensions  or  other  modifications  of 
existing  contracts,  with  any  noncomplying  contractor,  nntil  such  con- 
tractor has  satisfied  the  Secretary  of  Labor  that  such  contractor  has 
established  and  will  carry  out  personnel  and  employment  policies  in 
compliance  with  the  provisions  of  this  Order. 

(h)  Under  rules  and  regulations  prescribed  by  the  Secretary  of 
•Laoor,  each  contracting  agency  shall  make  reasonable  efforts  within 
a  reasonable  time  limitation  to  secure  compliance  with  the  contract 
provisions  of  this  Order  by  methods  of  conference,  conciliation,  medi- 
ation, and  persuasion  before  proceedings  shall  be  instituted  under 
Sulwection  (a)  (2)  of  this  Section,  or  before  a  contract  shall  be  can- 
celled or  terminated  in  whole  or  in  part  under  Subsectiwi  (a)(6)  of 
this  Section  for  failure  of  a  contractor  or  subcontractor  to  comply 
with  the  contract  nrovisions  of  this  Order. 

Sec.  210.  Any  conti-acting  agency  taking  any  action  authorized  by 
this  Subpart,  whether  on  its  own  motion,  or  as  directed  by  the  Secre- 
tary of  Labor,  or  under  the  rules  and  regulations  of  the  Secretary, 
shsdl  promptly  notify  the  Secretary  of  such  action.  Whenever  the 
Secretary  of  Labor  makes  a  determination  under  this  Section,  he  shall 
promptly  notify  the  appropriate  contracting  agency  of  the  action 
recommended.  The  agency  shall  take  such  action  and  shall  report 
the  results  thereof  to  the  Secretary  of  Labor  within  such  time  as  the 
Secretary  shall  specify. 

Sec.  211.  If  the  Secretary  shall  so  direct,  contracu.ig  agencies  shall 
not  enter  into  contracts  with  any  bidder  or  prospective  contractor 
unless  the  bidder  or  prospective  contractor  has  satisfactorily  complied 
with  the  provisions  of  this  Order  or  submits  a  program  for  compliance 
acceptable  to  the  Secretary  of  Labor  or,  if  the  Secretary  so  a,uthorizes, 
to  the  contracting  agency. 

Sbc.  212.  Whenever  a  contracting  agency  cancels  or  terminates  a 
contract,  or  whenever  a  contractor  has  been  debarred  from  further 
Gfovemment  contracts,  under  Section  209(a)  (6)  because  of  noncom-' 
pliance  with  the  contract  provisions  with  regard  to  nondiscrimination, 
the  Secretarjr  of  Labor,  or  the  contracting  agency  involved,  shall 
promptly  notify  the  Comptroller  General  of  the  United  States.  Any 
such  debarment  may  be  rescinded  by  the  Secretary  of  Labor  or  by 
the  contracting  agency  which  imposed  the  sanction. 

SUBPART  E CERTirrCATES  OF  MEMT 

Sec.  213.  The  Secretary  of  Labor  may  provide  for  issuance  of  a 
United  States  Government  Certificate  of  Merit  to  employers  or  labor 
unions,  or  other  agencies  which  are  or  may  hereafter  be  engaged  in 
work  under  Grovernmont  contracts,  if  the  Secretary  is  satisfied  that 
the  personnel  and  employment  practices  of  the  employer,  or  that  the 
personnel,  training,  apprenticeship,  membership,  grievance  and  rep- 
•  resentation,  upgrading,  and  other  practices  and  policies  of  the  labor 
union  or  other  agency  conform  to  tne  purposes  and  provisions  of  thjs 
Order, 

Sec.  214.  Any  Certificate  of  Merit  may  at  any  time  be  suspended 
or  revoked  by  the  Secretary  of  Labor  ii  the  holder  thereof,  in  the 
judgment  of  the  Secretary,  has  failed  to  comply  with  the  provisions 
of  uiis  Order. 

Sec.  215.  The  Secretary  of  Labor  may  provide  fw:  the  exemption 
.of  any  employer,  labor  union,  or  other  agency  from  smy  reporting 
requirements  imposed  under  or  pursuant  to  this  Order  if  such  em- 
ployer, labor  union>  ov  other  agency  has  been  awarded  ft  Certificate 
of  Merit  which  has  not  been  suspended  or  revoked^ 
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pABT  III — No}fDMC«iKiNA'no>f  PROVISIONS  IN  Feoerau.t  AsBierrtD 

OONBTROCTION    CONTRACTS 

Sec.  301.  Each  executive  department  and  agency  which  adminis- 
tera  a  propr&ra  involving  Federal  financial  a^^istanco  shall  require 
OS  a  condition  for  the  approval  of  any  grant,  contract,  loan,  insurance, 
or  guarantee  thereunder,  which  may  involve  a  construction  contract, 
that  the  applicant  for  Federal  assistance  undertake  and  agree  to 
incorporate,  or  cause  to  be  incorporated,  into  all  construction  contracts 
paid  for  in  whole  or  in  part  with  funds  obtained  from  the  Federal 
Government  or  borrowoa  on  the  credit  of  the  Federal  Government 
pursuant  to  such  grant,  contract,  loan,  insurance,  or  guarantee,  or 
underta.kcn  pursuant  to  any  Federal  program  involving  such  grant, 
contract,  loan,  insurance,  or  guarantee,  the  provisions  prescribed  for 
Government  contracts  by  Section  203  of  this  Order  or  such  modification 
thereof,  preserving  in  substance  the  contractor's  obligations  there- 
under, as  may  be  approved  by  the  Secretary  of  Labor,  together  with 
such  additional  provisions  as  the  Secretary  deems  appropriate  to 
establish  and  protect  the  interest  of  the  United  States  in  the  enforce- 
ment of  those  obligations.  Each  such  applicant  shall  also  undertake 
and  agree  (1)  to  assist  and  coopemte  actively  with  the  administering 
department  or  agency  and  the  Secretary  of  Labor  in  obtaining  the 
compliance  of  contractors  and  subcontractors  with  those  contract 
provisions  and  with  the  rules,  regulations,  and  relevant  orders  of  the 
Secretary,  (2)  to  obtain  and  to  furnish  to  the  administering  depart- 
ment or  agency  and  to  the  Secretary  of  Labor  such  information  as  they 
may  require  for  the  supervision  of  such  compliance,  (3)  to  carry  out 
sanctions  and  penalties  for  violation  of  such  obligations  imposed  upon 
contractors  and  subcontractors  by  the  Secretary  of  Labor  or  the  ad- 
ninisfering  department  or  agency  pui-snant  to  Part  II,  Subpart  D, 
of  fliis  Order,  and  (4)  to  refrain  from  entering  into  any  contract 
subject  to  this  Order,  or  extension  or  otlicr  modification  of  such  & 
contract  with  a  contractor  debarred  from  Government  contracts  under 
Part  II,  Subpart  D,  of  this  Order. 

Skc.  302.  (a)  "Construction  contract"  as  used  in  this  Order  means 
any  contract  for  the  construction,  rehabilitation,  alteration,  conver- 
sion, extension,  or  repair  of  buildings,  highways,  or  other  improve- 
ments to  real  property. 

(b)  The  provisions  of  Part  II  of  this  Order  shall  apply  to  such 
construction  contracts,  and  for  purposes  of  such  application  the  ad- 
ministering department  or  agency  ehall  be  considered  the  contracting 
agency  referred  to  therein. 

(c)  Tlie  term  "applicant"  as  used  in  this  Order  means  an  applicant 
for  Federal  assistance  or,  as  determined  by  agency  regulation,  other 
program  participant,  with  respect  to  whom  an  application  for  any 
grant,  rnntiact,  loan,  insurance,  or  guarantee  is  not  finally  acted  upon 
prior  to  the  effective  date  of  this  Part,  and  it  includes  such  an 
applicant  after  he  becomes  a  recipient  of  such  Federal  assistance. 

Sec.  303.  (a)  Each  administering  department  and  agency  shall 
be  responsible  for  obtaining  the  compliance  of  such  applicants  with 
their  undertakings  under  this  Order.  Each  administering  depart- 
ment and  agency  is  directed  to  cooperate  with  the  Secretary  of  Labor, 
arid  to  furnish  the  Secretary  such  infonnation  and  assistance  as  he 
may  require  in  the  performi^nce  of  his  functions  under  this  Order. 

(b)  In  the  event  nn  applicant  fails  and  refuses  to  comply  with  his 
undertakings,  the  administering  department  or  agency  may  take  any 
or  all  of  the  following  actions:  (1)  cjinccl,  terminate,  or  suspend  in 
whole  or  in  part  the  agreement,  contract,  or  other  arrangement  with 
such  applicant  with  respect  (<>  which  the  failure  and  i-efiisal  occurred; 
(2)  refrain  from  extending  any  further  assistance  to  the  applicant 
under  the  program  with  rcspecX  to  which  the  failure  or  refu-sal 
occurred  until  satisfactory  assurance  of  future  compliance  has  been 
received  from  such  applicant;  and  (3)  refer  the  case  to  the  Depart- 
ment of  Justice  for  appropriate  legal  proceedinjjs. 
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(c)  Any  acriun  with  !TS[>eft  to  .in  applicant  pursuant  to  Subsection 
(b)  shall  be  taken  in  <x)nfonnity  with  Section  602  of  the  Civil  Rights 
Act  of  1964  (and  the  re^ilations  of  the  administering  department  or 
agency  issued  thereunder),  to  the  extent  applicable.  In  no  case  shall 
action  be  taken  with  respect  to  an  applicant  pursuant  to  Clause  (1) 
or  (2)  of  yubsection  (b)  without  notice  and  opportunity  for  hearing 
before  the  administering  department  or  agency. 

Sec.  304.  Any  executive  (lepnrrment  or  agency  which  irr.ooses  b_; 
rule,  regulation,  or  order  i-ecpiirements  of  nondiscrimination  in  em- 
ployment, other  than  requirementa  imposed  pursuant  to  this  Order, 
may  delegate  to  the  Secretary  of  Labor  by  agreement  such  responsibili- 
ties with  res]>e<-t  to  compliance  standards,  reports,  and  procedures  as 
would  tend  to  bring  the  administration  of  such  requirements  into  con- 
formity with  the  administration  of  requirements  imposed  i:nder  this 
Order:  Pravi/led,  That.actions  to  effect  compliance  by  recipients  of 
Federal  financial  assistance  with  r^uirements  imposed  pursuant  to 
Title  VI  of  the  Civil  Rights  Act  of  1064  shall  be  taken  in  conformity 
with  the  procedures  and  limitations  pre,scribed  in  Section  602  thereof 
and  the  regulations  of  the  administering  department  or  agency  issued 
thereunder. 

Part  IV — Miscellankou8 

Sec.  401.  The  Secretary  of  Labor  may  delegate  to  any  ofBcer,  agency, 
or  employee  in  the  Executive  branch  of  the  Government,  any  jfunction 
or  duty  of  the  Secretary  under  Parts  II  and  III  of  this  Order,  except 
authority  to  promulgate  rules  and  rfgulations  of  a  general  nature. 

Sec.  402.  The  Secretary  of  Labor  shall  provide  administrative 
support  for  the  execution  of  the  pro-Tarn  known  as  the  "Plans  for 
Progress." 

Sbc.  403.  (a)  Executive  Orders  Nos.  105D0  (January  19,  1955), 
10722  (August  5, 1957),  10925  (March  6, 1961).  11114  (June 22, 1963), 
and  11162  (July  28,  1964),  are  hereby  superseded  and  the  President's 
Committee  on  E^jual  Employment  Opportunity  established  by  Ex- 
ecutive Order  No.  10925  is  hereby  abolished.  All  records  and  property 
in  the  custody  of  the  Committee  shaii  be  transferred  to  the  Civil  Service 
Commission  and  the  Secretary  of  Laborj  as  appropriate. 

(b)  Nothing  in  this  Order  shall  be  deemed  to  relieve  any  person  of 
any  obligation  assumed  or  imposed  under  or  pursuant  to  any  Execu- 
tive Order  superseded  by  this  Order.  All  rules,  regulations,  orders, 
instructions,  de^igiiations,  and  other  directives  issued  by  the  Presi- 
dent's Committee  on  Equal  Employnsent  Opportunity  and  those  issued 
by  the  heads  of  various  departments  or  agencies  under  or  pursuant  to 
any  of  the  Executive  orders  superseded  oy  this  Order,  shall,  to  the 
extent  that  they  ar^  not  inconsistent  with  this  Order,  remain  in  full 
force  and  effect  unless  and  until  revoked  or  superseded  by  appropriate 
authority.  Keferencexs  in  such  dirsciives  to  provisions  of  the  super- 
seded orders  shall  be  deemed  to  be  references  to  the  comparable  provi- 
sions of  this  Order. 

Sec.  404.  The  General  Services  Administration  shall  take  appropri- 
ate action  to  revise  the  standard  Government  contract  forms,  to  accord 
with  the  provisions  of  this  Order  and  of  the  rules  and  regulations  of 
the  Secretary  of  Labor. 

Sec.  405.  This  Order  shall  becorr.a  affective  thirty  days  after  the 
date  of  this  Order. 

Lyndon  B.  Johnson 
Th3  WnrrB  Houss;, 

September  -2^,  1965. 
ly.R.  Doc.  ftt^ina^;  Filed,  %iyu  1i,  1VJ.    4:  18  p:ni.J 
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CONTRACT  PROVISIONS 

AND 

CONTRACT  TRAINING  PROVISIONS 


FHPM  VOL.  6,  CH.  4,  SEC.  1, 
SUBSEC.  2,  ATTACH.  1 

SPECIAL  PROVISION 
SPECIFIC  EQUAL  EMPLOYMENT  OPPORTUNITY  RESPONSIBILITIES 

1.  GENERAL 

a.  Equal  employment  opportunity  requirements  not  to  discriminate  and  to  take  affirmative  action  to  assure  equal 
employment  opportunity  as  required  by  Executive  Order  11246  and  Executive  Order  11375  are  set  forth  in  Required  Contract 
Provisions  (Form  PR-1273  or  1316,  as  appropriate)  and  these  Special  Provisions  which  are  imposed  pursuant  to  Section 
140  of  Title  23,  U.S.C. ,  as  established  by  Section  22  of  the  Federal-Aid  Highway  Act  of  1968.   The  requirements  set 
forth  in  these  Special  Provisions  shall  constitute  the  specific  affirmative  action  requirements  for  project  activities 
under  this  contract  and  supplement  the  equal  employment  opportunity  requirements  set  forth  in  the  Required  Contract 
Provisions. 

b.  The  contractor  will  work  with  the  State  Highway  Department  and  the  Federal  Government  in  carrying  out  equal 
employment  opportunity  obligations  and  in  their  review  of  his/her  activities  under  the  contract. 

c.  The  contractor  and  all  his/her  subcontractors  holding  subcontracts  not  including  material  suppliers,  of  $10,000 
or  more,  will  comply  with  the  following  minimum  specific  requirement  activities  of  equal  employment  opportunity:   (The 
equal  employment  opportunity  requirements  of  Executive  Order  11246,  as  set  forth  in  Volume  6,  Chapter  4,  Section  1, 
Subsection  1  of  the  Federal-Aid  Highway  Program  Manual,  are  applicable  to  material  suppliers  as  well  as  contractors 

and  subcontractors.)   The  contractor  will  include  these  requirements  in  every  subcontract  of  $10,000  or  more  with  such 
modification  of  language  as  is  necessary  to  make  them  binding  on  the  subcontr,ictor. 

2.  EQUAL  EMPLOYMENT  OPPORTUNITY  POLICY 

The  contractor  will  accept  as  his  operating  policy  the  following  statement  which  is  designed  to  further  the  pro- 
vision of  equal  employment  opportunity  to  all  persons  without  regard  tc  their  race,  color,  religion,  sex,  or  national 
origin,  and  to  promote  the  full  realization  of  equal  employment  opportunity  through  a  positive  continuing  program: 

It  is  the  policy  of  this  Company  to  assure  that  applicants  are  employed,  and  that  employees  are  treated  during 
employment,  without  regard  to  their  race,  religion,  sex,  color,  or  national  origin.   Such  action  shall  include:   employ- 
ment, upgrading,  demotion,  or  transfer;  recruitment  or  recruitment  advertising;  layoff  or  termination;  rates  of  pay 
or  other  forms  of  compensation;  and  selection  for  training,  including  apprenticeship,  preapprenticeship,  and/or  on- 
the-job  training. 

3.  EQUAL  EMPLOYMENT  OPPORTUNITY  OFFICER 

The  contractor  will  designate  and  make  known  to  the  State  Highway  Department  contracting  officers  an  equal  employ- 
ment opportunity  officer  (hereinafter  referred  to  as  the  EEO  Officer)  who  will  have  the  responsibility  for  and  must 
be  capable  of  effectively  administering  and  promoting  an  active  contractor  program  of  equal  employment  opportunity 
and  who  must  be  assigned  adequate  authority  and  responsibility  to  do  so. 

4.  DISSEMINATION  OF  POLICY 

a.  All  members  of  the  contractor's  staff  who  are  authorized  to  hire,  supervise,  promote,  and  discharge  employees, 
or  who  recommend  such  action,  or  who  are  substantially  involved  in  such  action,  will  be  made  fully  cognizant  of,  and 
will  implement,  the  contractor's  equal  employment  opportunity  policy  and  contractual  responsibilities  to  provide  equal 
employment  opportunity  in  each  grade  and  classification  of  employment.   To  ensure  that  the  above  agreement  will  be 
met,  the  following  actions  will  be  taken  as  a  minimum: 

(1)  Periodic  meetings  of  supervisory  and  personnel  office  employees  will  be  conducted  before  the  start  of  work 
and  then  not  less  often  than  once  every  six  months,  at  which  time  the  contractor's  equal  employment  opportunity  policy 
and  its  implementation  will  be  reviewed  and  explained.   The  meetings  will  be  conducted  by  the  EEO  Officer  or  other 
knowledgeable  company  official. 

(2)  All  new  supervisory  or  personnel  office  employees  will  be  given  a  thorough  indoctrination  by  the  EEO 
Officer  or  other  knowledgeable  company  official  covering  all  major  aspects  of  the  contractor's  equal  employinent  oppor- 
tunity obligations  within  thirty  days  following  their  reporting  for  duty  with  the  contractor. 

(3)  All  personnel  who  are  engaged  in  direct  recruitment  for  the  project  will  be  instructed  by  the  EEO  Officer 
or  appropriate  company  official  in  the  contractor's  procedures  for  locating  and  hirijig  minority  group  employees. 

b.  In  order  to  make  the  contractor's  equal  employment  opportunity  policy  known  to  all  employees,  prospective 
employees  and  potential  sources  of  employees,  i.e.,  schools,  employment  agencies,  labor  unions  (where  appropriate), 
college  placement  officers,  etc.,  the  contractor  will  take  the  following  actions: 

(1)   Notices  and  posters  setting  forth  the  contractor's  equal  employment  opportunity  policy  will  be  placed 
in  areas  readily  accessible  to  employees,  applicants  for  employment  and  potential  employees. 
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(2)   The  contractor's  equal  employment  opportunity  policy  and  the  procedures  to  taplenent  such  policy  will 
be  brought  to  the  attention  of  employees  by  means  of  meetings,  employee  handbooks,  or  other  .ipproprlate  means. 

5.  RECRUITMENT 

.1.  When  advertising  for  employees,  the  contractor  will  Include  In  all  advert isementK  for  employees  the  notation: 
"An  Equal  Opportunity  Employer."  All  such  advertisements  will  be  published  in  newspaperfi  or  other  publications  havin); 
a  large  circulation  among  minority  groups  in  the  area  from  which  the  project  work  force  would  normally  be  derived. 

b.  The  contractor  will,  unless  precluded  by  a  valid  bargaining  agreement,  conduct  systematic  and  dlrert  recruit- 
ment through  public  and  private  employee  referral  sources  likely  to  yield  qualified  minority  group  applicants.  Including, 
but  not  United  to.  State  employment  agencies,  schools,  colleges  and  minority  group  organizations.   To  meet  this  re- 
quirement the  ci<ntractor  will,  through  his  EEO  Officer,  Identify  sources  of  potential  minority  group  employees,  and 
establish  with  such  Identified  sources  procedures  whereby  minority  group  applicants  may  be  refTreJ  to  the  contractor 
for  emplovnent  consideration. 

In  the  event  the  contractor  has  a  valid  bargaining  agreement  providing  for  exclusive  hiring  hall  referrals, 
he  Ia  expected  to  observe  the  provisions  of  that  agreement  to  the  extent  that  the  system  permits  the  contractor's 

1  li.ince  with  equal  employment  opportunity  contract  provisions.   (Tlie  U.S.  Department  of  Labor  has  held  that  where 
im;<U'i!ientat  ion  of  such  agreements  have  the  effect  of  discriminating  against  minorities  or  women,  or  obligates  the 
contractor  to  do  the  same,  such  Implementation  violates  Executive  Order  11246,  as  amended.) 

c .  The  contractor  will  encourage  his  present  employees  to  refer  minority  group  applicants  for  employment  by  posting 
appropriate  notices  or  bulletins  in  areas  accessible  to  all  such  employect;.   In  addition,  information  and  procedures 
with  regard  to  referring  minority  group  applicants  will  be  discussed  with  employees. 

6.  PRR.SONNEL  ACTIONS 

Wagt.N,  working  conditions,  and  employee  benefits  shall  be  established  and  administered,  and  personnel  actions  of 
.•very  type,  including  hiring,  upgrading,  promotion,  transfer,  demotion,  layoff,  and  termination,  shall  be  taken  without 
rogaid  to  race,  color,  religion,  sex,  or  national  origin.   The  following  procedures  shall  be  followed: 

a.  The  contractor  will  conduct  periodic  inspections  of  project  sites  to  Insure  that  working  conditions  and  employee 
facilities  do  not  Indicate  discriminatory  treatment  of  project  site  personnel. 

b.  The  contractor  will  periodically  evaluate  Che  spread  of  wages  paid  within  each  classification  to  determine 
.my  evidence  of  discriminatory  wage  practices. 

c.  The  contractor  will  periodically  review  selected  personnel  actions  in  depth  to  determine  whether  there  is 
I'vidence  of  discrlmtnation.   Where  evidence  is  found,  the  contractor  will  promptly  take  corrective  action.   If  the 
review  indicates  that  the  discrimination  may  extend  beyond  the  actions  reviewed,  such  corrective  action  shall  include 
all  affected  persons. 

d.  The  contractor  will  promptly  Investigate  all  complaints  of  alleged  discrimination  made  to  the  contractor  In 

'fi  with  his  obligations  under  this  contract,   will  attempt  to  resolve  such  complaints,  and  will  take  appropriate 
V.'  action  within  a   reasonable  time.   If  the  Investigation  indicates  chat  the  discrimination  may  affect  persons 
r  than  the  complainant,  such  corrective  action  shall  include  such  other  persons.   Upon  completion  of  each  Inves- 
'  inn,  tlie  contractor  will  inform  every  complal'ant  of  all  of  his  avenues  of  appeal. 

■;iNr:  ASP  PROMOTION 

r  will  assist  in  locating,  qualifying,  and  increasing  the  skills  of  minority  group  and  women 
;  iicants  for  employment. 

.client  with  the  contractor's  work  force  requirements  and  as  permissible  under  Federal  and  State  regulations, 
':  r  shall  make  full  use  of  training  programs,  i.e.,  apprenticeship,  and  on-the-job  training  programs  for 

il  area"of  contract  performance.  Where  feasible,  25  percent  of  apprentices  or  trainees  in  each  occu- 
lt.it  1  >i-  in  their  first  year  of  apprenticeship  or  training.  In  the  event  the  "Training  Special  Provision"  Is 
[iroviu».>i  under  this  contract,  this  subparagraph  will  be  superseded  as  indicated  in  said  "Training  Special  Provision". 

c.  The  contractor  will  advise  employees  and  applicants  for  employment  of  available  training  program.-^  and  entrance 
requirements  for  each. 

d.  The  contractor  will  periodically  review  the  training  and  promotion  potential  of  minority  group  and  women 
employees  and  will  encourage  eligible  employees  to  apply  for  such  training  and  promotion. 

8.    UNIONS 

If    '  ccor   relies    in  whole  or    in   part   upon   unions  as   a   source  of   employees,    the   contractor  will   use  his/her 

best   effi'  'tain    the   cooperation  of   such   unions   to    increase   opportunities    for  minority   groups  and   women  within 

the   unions,    jriJ    to   effect    referrals  by   such  unions  of  minority   and    female   employees.      Actions   by    the   contractor  either 
directly   or   through  a  contractor's   association   acting  as  agent   will    include   the  procedures   set    forth  below: 
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a.  The  contractor  will  use  best  efforts  to  develop,  in  cooperation  with  the  unions,  joint  training  programs 
aimed  toward  qualifying  more  minority  group  members  and  women  for  membership  in  the  unions  and  increasing  the  skills 
of  minority  group  employees  and  women  so  that  they  may  qualify  for  higher  paying  employment. 

b.  The  contractor  will  use  best  efforts  to  incorporate  an  equal  employment  opportunity  clause  into  each  union 
agreement  to  the  end  that  such  union  will  be  contractually  bound  to  refer  applicants  without  regard  to  their  race, 
color,  religion,  sex,  or  national  origin. 

c.  The  contractor  is  to  obtain  information  as  to  the  referral  practices  and  policies  of  the  labor  union  except 
that  to  the  extent  such  information  is  within  the  exclusive  possession  of  the  labor  union  and  such  labor  union  refuses 
to  furnish  such  information  to  the  contractor,  the  contractor  shall  so  certify  to  the  State  Highway  Department  and 
shall  set  forth  what  efforts  have  been  made  to  obtain  such  information. 

d.  In  the  event  the  union  is  unable  to  provide  the  contractor  with  a  reasonable  flow  of  minority  and  women  re- 
ferrals within  the  time  limit  set  forth  in  the  collective  bargaining  agreement,  the  contractor  will,  through  indepen- 
dent recruitment  efforts,  fill  the  employment  vacancies  without  regard  to  race,  color,  religion,  sex,  or  national 
origin,  making  full  efforts  to  obtain  qualified  and/or  qualifiable  minority  group  persons  and  women.   (The  U.  S. 
Department  of  Labor  has  held  that  it  shall  be  no  excuse  that  the  union  with  which  the  contractor  has  a  collective 
bargaining  agreement  providing  for  exclusive  referral  failed  to  refer  minority  employees.)   In  the  event  the  union 
referral  practice  prevents  the  contractor  from  meeting  the  obligations  pursuant  to  Executive  Order  11246,  as  amended, 
and  these  special  provisions,  such  contractor  shall  immediately  notify  the  State  Highway  Department. 

9.    SUBCONTRACTING 

a.  The  contractor  will  use  his  best  efforts  to  solicit  bids  from  and  to  utilize  minority  group  subcontractors 
or  subcontractors  with  meaningful  minority  group  and  female  representation  among  their  employees.   Contractors  shall 
obtain  lists  of  minority-owned  construction  firms  from  State  Highway  Department  personnel. 

b.  The  contractor  will  use  his  best  efforts  to  ensure  subcontractor  compliance  with  their  equal  employment 
opportunity  obligations. 

10.    RECORDS  AND  REPORTS 

a.  The  contractor  will  keep  such  records  as  are  necessary  to  determine  compliance  with  the  contractor's  equal 
employment  opportunity  obligations.   The  records  kept  by  the  contractor  will  be  designed  to  indicate: 

(1)  the  number  of  minority  and  nonminority  group  members  and  women  employed  in  each  work  classification 
on  the  project, 

(2)  the  progress  and  efforts  being  made  in  cooperation  with  unions  to  increase  employment  opportunities  for 
minorities  and  women  (applicable  only  to  contractors  who  rely  in  whole  or  in  part  on  unions  as  a  source  of  their  work 
force) , 

(3)  the  progress  and  efforts  being  made  in  locating,  hiring,  training,  qualifying,  and  upgrading  minority 
and  female  employees,  and 

(4)  the  progress  and  efforts  being  made  in  securing  the  services  of  minority  group  subcontractors  or  sub- 
contractors with  meaningful  minority  and  female  representation  among  their  employees. 

b.  All  such  records  must  be  retained  for  a  period  of  three  years  following  completion  of  the  contract  work  and 
shall  be  available  at  reasonalbe  times  and  places  for  inspection  by  authorized  representatives  of  the  State  Highway 
Department  and  the  Federal  Highway  Administration. 

•  c.  The  contractors  will  submit  to  the  State  Highway  Department  a  monthly  report  each  month  after  work  begins  for 
the  duration  of  the  project,  indicating  the  number  of  minority,  women,  and  non-minority  group  employees  currently 
engaged  in  each  work  classification  required  by  the  contract  work.  This  infonnation  is  to  be  reported  on  Form  PR  1391 
(EEO  5).   If  on-the-job  training  is  being  required  by  "Training  Special  Provisions"  the  contractor  will  be  required 
to  furnish  Form  FHWA  1409  and  the  monthly  EEO  7a  training  report.  The  EEO  5  and  EEO  7a  are  State  Highway  Department 
forms . 
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This  Training  Special  Provision  supersfdi-s  -.ubparagraph  7b  of  the  Special  Provision  entitled  "Specific  Equal 
Employment  Opportunity  Responsibilities,"  and  is  In  Implementation  of  23  U.S.C.  140(a). 

As  part  of  the  contractor's  equal  employment  opportunity  affirmative  action  program  training  shall  be  provided 
as  follows: 


r 


The  contractor  shall  provide  on-the-job  training  aimed  at  developing  full  journeymen  in  the  type  of  trade  or 
job  classification  involved. 

The  number  of  trainees  to  be  trained  under  this  contract  will  be  the  number  stipulated  in  the  special  provision 
entitled,  "TRAINEES  FOR  TRAINING  PROGRAM",  found  elsewhere  in  this  proposal. 

In  the  event  that  a  contractor  subcontracts  a  portion  of  the  contract  work,  he  shall  determine  how  many,  if  any, 
of  the  trainees  are  to  be  trained  by  the  subcontractor,  provided,  however,  that  the  contractor  shall  retain  the  prlmai 
responsibility  for  meeting  the  training  requirements  imposed  by  this  special  provision.   The  contractor  shall  also 
Insure  that  this  training  special  provision  is  ra<ide  applicable  to  such  subcontract.   Where  feasible,  25  percent  of 
apprentices  or  trainees  in  each  occupation  shall  be  In  their  first  year  of  apprenticeship  or  training. 

The  number  of  trainees  shall  be  distributed  among  the  work  classifications  on  the  basis  of  the  contractor's  need^ 
and  the  availability  of  Journeymen  in  the  various  classifications  within  a  reasonable  area  of  recruitment.  Prior  to 
commencing  construction,  the  contractor  shall  submit  to  the  State  Highway  Department  for  approval  the  number  of  traln(< 
to  be  trained  in  each  selected  classification  and  training  program  to  be  used.  Furthermore,  the  contractor  shall  spei 
the  starting  time  for  training  in  each  of  the  classifications.  The  contractor  will  be  credited  for  each  trainee  empli 
by  him  on  the  contract  work  who  is  currently  enrolled  or  becomes  enrolled  in  an  approved  program  and  will  be  reimbursi 
for  such  trainees  as  provided  hereinafter. 

Training  and  upgrading  of  minorities  and  women  toward  journeyman  status  Is  a  primary  objective  of  this  Training 
Special  Provision.   Accordingly,  the  contractor  shall  make  every  effort  to  enroll  minority  trainees  and  women  (e.g., 
by  conducting  systematic  and  direct  recruitment  through  public  and  private  sources  likely  to  yield  minority  and  women 
trainees)  to  the  extent  that  such  persons  are  available  within  a  reasonable  area  of  recruitment.   The  contractor  will 
be  responsible  for  demonstrating  the  steps  that  he  has  taken  in  pursuance  thereof,  prior  to  a  determination  as  to  whet 
the  contractor  is  in  compliance  with  this  Training  Special  Provision.   This  training  coonitment  is  not  Intended,  and 
shall  not  be  used,  to  discriminate  against  any  applicant  for  training,  whether  a  member  of  a  minority  group  or  not. 

No  employee  shall  be  employed  as  a  trainee  in  any  classification  to  whtch  he  has  successfully  completed  a  trainin 
course  le.iding  to  journeyman  status  or  in  which  he  has  been  employed  as  a   journeyman.   The  contractor  should  satisfy 
this  requirement  by  including  appropriate  questions  in  the  employee  application  or  by  other  suitable  means.   Regardlet 
of  the  method  used  the  contractor's  records  should  document  the  findings  in  each  case. 

The  minimum  length  and  type  of  training  for  each  classification  will  be  as  established  in  the  training  program 
selected  by  the  contractor  and  approved  by  the  State  Highway  Department  and  the  Federal  Highway  Administration.   The 
State  Highway  Department  and  the  Federal  Highway  Administration  shall  approve  a  program  If  it  is  reasonably  calculatei 
to  meet  the  equal  employment  opportunity  obligations  of  the  contractor  and  to  qualify  the  average  trainee  for  jour- 
neyman status  in  the  classification  concerned  by  the  end  of  the  training  period.   Furthermore,  apprenticeship  programs 
registered  with  the  U.  S.  Department  of  Labor,  Bureau  of  Apprenticeship  and  Training,  or  with  a  State  apprenticeship 
agency  recognized  by  thu  Bureau  and  training  progr.-im.s  approved  but  not  necessarily  sponsored  by  the  U.  S.  Department 
of  Labor.  Manpower  Administration,  Bureau  of  Apprenticeship  and  Training  shall  also  be  considered  acceptable  provided 
It  is  being  administered  in  a  manner  consistent  with  the  equal  employment  obligations  of  Federal-aid  highway  construct i 
contracts.   Approval  or  acceptance  of  a  training  program  shall  be  obtained  from  the  State  prior  to  comnenclng  work 
on  the  classification  covered  by  the  program.   It  is  the  intention  of  these  provisions  that  training  Is  to  be  provided j 
in  the  construction  crafts  rather  than  clerk-typists  or  secretarial-type  positions.   Training  is  permissible  in  lower 
level  m<in<igi'ment  positions  such  as  office  engineers,  estimators,  timekeepers,  etc.,  where  the  training  is  oriented 
toward  construction  applications.   Training  in  the  laborer  classification  may  be  permitted  provided  that  significant 
and  meaningful  training  is  provided  and  approved  by  the  division  office.   Some  offsite  training  is  permissible  as  lonf; 
as  the  training  Is  an  Integral  n.irr  nf  an  approved  training  program  -inH  Hops  nnt  romprise  a  significant  part  of  t  ht- 
overall  training.  . 


on  th 


u'^contract'in"""'  T^'^   ^'"M" '    '""  '=°"'"«"'-  -l^l  ^e  reimbursed  80  cents  per  hour  of  training  given  an  employ.., 
is  contract  In  accordance  with  an  approved  training  program.   Reimbursement  will  be  made  for  Additional  Training   1 


Vn\l''"V/7"^^^   employed  on  a  Federal-aid  project;  contributes  to  the  cost  of  the  Training,  provides  the  Instruction 
to  the  trainee  or  pays  the  trainee's  wages  during  the  offsite  training  period. 
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No  payment  shall  be  made  to  the  contractor  if  either  the  failure  to  provide  the  required  training,  or  the  failure 
o  hire  the  trainee  as  a  journeyman,  is  caused  by  the  contractor  and  evidences  a  lack  of  good  faith  on  the  part  of  the 
ontractor  in  meeting  the  requirements  of  this  Training  Special  Provision.   It  is  normally  expected  that  a  trainee 
ill  begin  his  training  on  the  project  as  soon  as  feasible  after  start  of  work  utilizing  the  skill  involved  and  remain 

the  project  as  long  as  training  opportunities  exist  in  his  work  classification  or  until  he  has  completed  his  training 
rogram.   It  is  not  required  that  all  trainees  be  on  board  for  the  entire  length  of  the  contract.   A  contractor  will 
ave  fulfilled  his  responsibilities  under  this  Training  Special  Provision  if  he  has  provided  acceptable  training  to 
|he  number  of  trainees  specified.   The  number  trained  shall  be  determined  on  the  basis  of  the  total  number  enrolled 

the  contract  for  a  significant  period. 

Trainees  will  be  paid  at  least  60  percent  of  the  appropriate  minimum  journeyman's  rate  specified  in  the  contract  for 
he  first  half  of  the  training  period,  75  percent  for  the  third  quarter  of  the  training  period,  and  90  percent  for  the 
ast  quarter  of  the  training  period,  unless  apprentices  or  trainees  in  an  approved  existing  program  are  enrolled  as 
rainees  on  this  project.   In  that  case,  the  appropriate  rates  approved  by  the  Departments  of  Labor  or  Transportation 
n  connection  with  the  existing  program  shall  apply  to  all  trainees  being  trained  for  the  same  classification  who  are 
^overed  by  this  Training  Special  Provision. 


The  contractor  shall  furnish  the  trainee  a  copy  of  the  program  he  will  follow  in  providing  the  training.   The 
"tractor  shall  provide  each  trainee  with  a  certification  showing  the  type  and  length  of  training  satisfactorily 

npleted. 

The  contractor  will  provide  for  the  maintenance  of  records  and  furnish  periodic  reports  documenting  his  performance 
nder  this  Training  Special  Provision. 
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